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Window Paint Marked-TeXt.........ccoevvviieieieiiie e 9-149

Help COMMANS........cooieiecie ettt 9-151
HEIP ABOUL-HEID ...t s e 9-151

HEID CONLENES ...ttt en 9-151

L 1= T 1 T L= 9-152

HEID ONFEITON .t sttt e 9-152

HEID TULOMTA ...ttt e 9-152

Remember COmMMAaNGS.........ocveeiiiiieieiciieie ettt e evae e 9-153

QUIT COMMEANGS.....ccveeciie ettt et e e e e e eane e eaae e e 9-153
Appendix A: ASCII Character Table......cccocevieeeie s A-1
110 1= Index - 1
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Chapter 1: Introduction to ANGOSS Word
Processor

Congratulations on your purchase of ANGOSS Word Processor. By choosing ANGOSS, you
have acquired the most versatile integrated word processing program available.

This manual describes the features and capabilities of ANGOSS Word Processor. Topics
covered include:

e creating documents

e editing documents

e printing documents and form letters

¢ integrating ANGOSS Word Processor with other ANGOSS modules

In addition, sample applications have been included in this chapter as suggestions for ways you
may use ANGOSS Word Processor.

What Is A Word Processor ?

"Word processing" refers to an automated, computerized system for producing written
material. A word processor can be anything from an electric typewriter to a sophisticated desktop
publishing system for your personal computer.

A computerized word processor usually has a keyboard, a display screen, and a printer. As you
type the words you want in your document, they are displayed on the screen. Nothing is printed on paper
until you want it printed. You can store the text without printing it, or you can print it, make
modifications to the text, and then print it again. You can create any type of document from a half-page
memo to a doctoral thesis.

ANGOSS Word Processor is a sophisticated word processing program that allows you to create
and print virtually any type of document. ANGOSS' integration capabilities allow you to merge
ANGOSS Word Processor documents with database information stored in ANGOSS Database, or print
within a document graphs created from data in ANGOSS Spreadsheet.
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An ANGOSS Word Processor document can be printed in avariety of font sizes and typestyles.
Utilizing ANGOSS' sophisticated font definition and formatting capabilities, many typeface
enhancements are possible.

Applications

ANGOSS Word Processor can be used for any application that requires text to be typed,
manipulated, and stored. Some typical applications include:

e form letters
e manuscripts
e contracts

e books

¢ newsletters

e promotional literature

Using ANGOSS Documentation

This manual explains how to create, edit, and print word processing documents, as well as how
to perform more advanced document operations. How-to instructions, and practice exercises at the end o
certain chapters, are provided to encourage you to try the procedures disChegatér 9: ANGOSS
Word Processor Command Reference, contains a descriptive, comprehensive listing of all the
commands available in ANGOSS Word Processor. Refeéh@pter 9 for in-depth information about
the scope and sequence of commands.

Comments, Notes, and Importants

Throughout this manual, you will encounter standard formatting conventions such as
paragraphs with boldfaced NOTE:, COMMENT: and IMPORTANT: labels. Paragraphs labeled with a
boldfaced COMMENT: offer additional information to enhance your understanding of a topic or provide
insight about the interactive capabilities of some commands. Paragraphs labeled with a boldfaced NOTE:
contain information thayou should read before proceeding. Paragraphs labeled with a boldfaced
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IMPORTANT: contain information that you MUST read before proceeding. Failure to read and follow
the ingtructions provided in IMPORTANT paragraphs may cause unexpected results or program failures.

I'n addition to these formatting conventions, you will also encounter boldface type, numbered
lists, and bulleted lists throughout this manual. Please refer to ANGOSS Software System for
information concerning these formatting conventions and how they can help you understand the related

information.

Pr actice Sessions

At the end of some chaptersin this manual, you will find Practice Sessions. These sessions are
designed to reinforce the information you have just read. Please take time to perform the practice
instructions before continuing to the next chapter.
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Chapter 2: Getting Started

This chapter introduces some basic concepts of Word Processor operation. Topics covered
include:

¢ entering and running ANGOSS Word Processor
«  key strokes under Unix

e using ANGOSS Tutorials and Help

e display screen layout

e operating modes

e cursor movement

e executing commands

e exiting ANGOSS Word Processor

Before proceeding with this chapter, it is helpful to have ANGOSS installed on your system.
Installation information is provided in thastall Manual.

Running ANGOSS

To enter ANGOSS from the operating system, &§1pgoss at the prompt. Under DOS, if you
have not added the ANGOSS directory to your path, you must change to the ANGOSS program directory
before typing ANGOSS*. You will then see the Main Menu with a list of keywords, including Help,
Remember, Tools, Quit, and the name of each ANGOSS module.

Select the keyword Wordprocessor. Type its first letter oSgacebar orBackspace to
position the highlighter over it and presater. You can also enter ANGOSS Word Processor directly
from the operating system by typia¢ngoss w where "w" stands for Word Processor. This bypasses the
Main Menu.

When the Word Processor is loaded, your screen appears similar to Figure 2-1.

* |If you are running Unix, the path must include the ANGOSS program directory.
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Figure 2-1. Word Processor screen
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Key Strokes Under Unix

Throughout the documentation and software, keystroke names are the same for DOS and Unix.
Because of differences between the two operating systems, the method for producing the keystrokes often

vary.

In Unix ANGOSS, you may generate these key strokes by using pre-definded key
combinations. For instance, to generate Alt L, pressthe Esc key followed by the “L” key.

ANGOSS supports a large number of terminals. Each terminal has different capabilities which
usually affect the manner in which keystrokes are invoked. A few general rules apply across all terminals:

 TheEsc key is used as a modifier for the next key stroke.

«  TheCtrl C key is used as thesc key
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«  To obtain help on keystrokes, préssc Esc \
e To perform amAlt key, pressEsc and the letter

¢ Function keys should work the same way as in DOS, if your terminal has them. To obtain
function keys that are not on your keyboard ptess and a number located between one
and zero inclusively.Esc 0 = F10).

¢ Most Ctrl keys have been left the same. Though in some cases they have been remapped.

¢ You can modify what a keystroke does with the ETIC utility. Therefore, your terminal can
be customized which will cause special keys to work differently.

The Keystroke conversion table, founddppendix C of thelnstall Manual, shows: the
ANGOSS keystroke in column 1; the default keystroke sequence that must be used in column 2; and the
actual keystroke required on a properly configured Ansi terminal (if it varies from the default) in column
3.

Key Help Under Unix

There is an on-line keyboard help feature. If you pkese Esc \ you will be prompted for a
key. Type in the base name of the key that you want to examine. For example, if you wanted to find out
how to produce aAlt F5, Ctrl F5 or Shift F5, type “F5”. To find out how to get any variation of
“A”, type “A”. A small chart will then be displayed showing the keystrokes required to produce
variations of the entered keystroke. This chart shows all customized keystrokes for your terminal.

For more information on Unix keystrokes, refer to thetall Manual.

Learning ANGOSS Word Processor

The ANGOSS Word Processor Tutorial provides you with a short demonstration of some of the
module's features. If you are unfamiliar with word processing programs, you should review the tutorial.

IMPORTANT: The ANGOSS tutorials only work on certain screen configurations. In DOS,
you must be using a 25x80 character based (non WY SIWYG) screen driver. Under Unix, you must use an
Ansi terminal type.

IMPORTANT: Because ANGOSS Tutorials run within the module they describe, it is
important that you unload all documents you may have created before executing the tutorial.
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1. Make certain you have entered ANGOSS Word Processor. Press ESC until amenu
beginning with the keyword Document appears near the bottom of your screen.

2. Select the keyword Help from this menu.
3. Select Tutoria from the subsequent menu.

Y ou are then prompted to enter your name. Thisis optional, however if you do, the program
will keep track of what lessons you have completed.

The Tutorial menu then appears. If you would like a brief lesson in how tutorials work, select
Usi ng Tutori al s. If youwant to select alesson, use the cursor keys to move the prompter arrow to
the lesson you want and press Enter. Y ou can go through the lessons sequentially, or pick alesson that
interests you.

After you complete alesson, you are returned to the Tutorial menu.

If you intend to use the tutorials on a network, you must have write and del ete privileges. See
your network system administrator for more information.

ANGOSS Help

Y ou can receive on-line help from anywhere within ANGOSS by pressing F1.

When you press F1, the help window replaces the document window. Help provides
information about the currently highlighted command. Use up arrow, down arrow, PgUp, and
PgDn to scroll up and down through the Help information.

For some discussions, alist of related topics is aso provided. Selecting one of these topics
provides additional information about the topic you are researching. Use + or - to move through the
related topicslist. To select arelated topic, position the pointer next to the desired topic and press Enter.

Help isalso available from Main Menu by selecting the Help keyword. A table of contents and
an index are provided to help you find the information you need. An explanation of each error message is
availabl e through the On-Error option. Instructions for using Help are avail able through the About-Help
option.

To remove the hel p information from your screen, press F10. For more information about
Help, refer to ANGOSS Software System.
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The Display Screen

ANGOSS Word Processor’s screen, as shown in Figure 2-2, is divided into four distinct areas:

¢ the Document Window
¢ the Control Area
¢ the Status Line

¢ the Autohelp Line

Figure 2-2. Parts of the Word Processor screen
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Autohelp Line ~~

The Document Window

The Document Window occupies the largest area of the screen and is surrounded by a window
border. It is within this window that documents and textfiles are displayed. The Window Identifier (i.e.,
W ndow 1, W ndow 2) is located in the upper left corner of the border.
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The border can be toggled on or off using the Window Border command. When the border is
toggled off, two additional lines of text can be displayed in the Document Window. If the border is
toggled off, the Window Identifier also disappears.

The Main Ruler islocated at the top of the Document Window. This ruler displays margins,
tabs, first line indent, spacing, and text alignment that govern the appearance of text in the paragraph
containing the cursor. Display of the Main Ruler can be toggled on or off with the Document Visible
Rulers Main command.

When you enter the Word Processor, or when the document window is blank, the Main Ruler
displays the Default Paragraph Format settings specified in the Word Processor Preferences menu. Y ou
can change the default paragraph formats by changing settings on that menu. For more information on
Rulers, see Chapter 3 of this manual. When the Main Ruler istoggled off, one additional line of text can
be displayed in the Document Window.

COMMENT: Execute Tools Preferences Wordprocessor to display the Word Processor
Preferences menu.

The Control Area

The Control Area occupies the two lines directly below the Document Window. As you create
documents, the information displayed in the Control Areamay include menus, key lists, prompts, or error
messages, depending on the current activity.

Quick Keys

When you enter the Word Processor, the module isin Text Entry Mode. The Control Area
contains alisting of "Quick Keys" that can be used to execute commands directly from Text Entry Mode.
Thislistisorganized by the type of operation (i.e., copy and move are on the same list).

A Quick Key can be afunction key (F1 - F10) or a combination of keys where the Control
(Ctrl), Alternate (Alt), or Shift (Shift) key is pressed in conjunction with another key. Quick Keys
alow you to select the most frequently used commands without having to use the keyword menus. For a
complete list of Word Processor Quick Keys, see Quick Reference Manual.

By pressing F2 repeatedly, you can display severd lists of Quick Keysin the Control Area.
Regardless of the list displayed, you may use any Quick Key available. Shift F2 takesyou back one list
(mouse users can click on the list’s title).

After cycling through the Quick Key listings, prds again to display any text currently
contained in the copy and delete buffers. Whenever you use Edit commands to copy or delete text, a cop
of that text is placed in a buffer. This text can then be undeleted or reinserted in a document at a later
time. Copy and delete buffers are discussed in more deGilildpter 4 of this manual. In Figure 2-3, the
copy buffer contains text, while the delete buffer is empty.
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Figure 2-3. Displaying buffer contents

Copied: [The Control Area of thel Deleted: []

Document: (none)  Sc:l Pg:1 Ln:1  Ps:b FN:@  Font:@ Insert ON

Kopy Delete Insert Move Replace Sort lindelete

After the buffer contents have been displayed, press F2 again to blank the Control Area of the
screen. To redisplay the original Quick Key listing, press F2; the same cycle can be repeated by
continually pressing F2.

Press Esc to toggle into Command Mode. The Control Area then contains the keyword menu,
from which you build commands. Refer to Command M ode in this chapter for more details.

The StatusLine
The Status Line is located directly below the Control Area. When you enter ANGOSS Word

Processor, the Status Line appears similar to the following:

Docunent: (none) Sc:1 Pg:1 Ln:1 Ps:5 FN.O Font:0lnsert ON

The prompt Documrent : indicates the filename. If the file has not been named, ( none)
appearsin this space.

The following prompts describe the position of the cursor in the document.

e« Sc: is followed by the current section of the document.
¢ Pg:indicates the current page
¢ Ln:indicates the current line

¢ Ps:indicates the current character position
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The next two items on the Status Line, describe font information about the text.

. FN: indicates the font number of the character the cursor is on.

¢ Font: indicates the number of the font that will be used for any new text you enter.

Any attributes (i.e., B for boldfacing, U for underscoring) attached to a font are also displayed
next to the font's number.

I nsert indicates whether Insert Mode is toggled on or off. You can toggle Insert Mode on or
off by pressingns. When Insert Mode is off, you can "overtype" existing text with new text. When
Insert Mode is on, existing text is moved to the right to accommodate new text as it is entered.

The Autohelp Line

The Autohelp Line, at the bottom of the screen, displays a single line of help information
related to your current activity.

Autohelp can be turned on or off at the Autohelp: setting on the Global Preferences menu. This
menu is displayed with the Tools Preferences Global command. Some screen illustrations in this manual
show the Autohelp Line and others do not, depending upon whether Autohelp is pertinent to the activity
being discussed. From the highest level module menu, Autohelp displays a list of options for each
keyword as it is highlighted.

Using The Mouse

A Microsoft compatible mouse can be used with ANGOSS (version 2.6 and higher) in theWord
Processor. For complete details on mouse usage, refer to the section called “Using the Mouse” in the
Software System Manual. When specific Word Processor usage occurs, the mouse is discussed in this
manual. However, commands and options are generally discussed in terms of the keyboard.

Operating Modes

The Word Processor has a Text Entry Mode and a Command Mode. You can toggle between
these two modes by pressiBgc. Text Entry Mode is used to type text into a document. Command
Mode is used to execute Word Processor commands.
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Text Entry Mode

ANGOSS Word Processor isin Text Entry Mode when you enter the module, so you can
immediately begin to type document text. The Text Entry screen is shown in Figure 2-4.

Figure 2-4. Text entry screen

r— Window 1

1 J Y SR | JU DU VI VI R PR SRR UVUOY SR DUV SRR B
)

F1 Help F3 Find F3 Replace F7 Zoow F9 Repeat

F2 Next menu Fd4 Goto Fé Font Select F8 Execute F18 Quit

Document: C(none)  Sc:i Ty:1l In:t Ps:9 FN.@ Font:0 Insert ON

In Text Entry Mode, every typed character isinterpreted as part of adocument. The cursor
appears on the screen and moves as you type, indicating your current character position.

Cursor M ovement

Cursor keys move the cursor to various locations in the text. Table 2-1 lists some of the cursor
keys and the action that each invokes.
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Table 2-1. Text Entry Cursor Keys

Cursor Key Action

up arrow Moves the cursor up one line, scrolling the Document Window if
necessary.

down arrow Moves the cursor down one line, scrolling the Document Window if
necessary.

left arrow Movesthe cursor |eft one character, scrolling the Document Window if
necessary.

right arrow Moves the cursor right one character, scrolling the Document Window
if necessary.

Ctrl F Moves the cursor left one word

Ctrl G Moves the cursor right one word

Home Moves the cursor to the top |eft character in the current window.

End Moves the cursor to the beginning of the last line in the current window.

Tab If Insert Mode is off, overwrites the character at the current cursor
position with atab character, and moves the cursor to the next tab
position. If Insert Mode is on, inserts atab character at the current
cursor position, moving the adjacent text one tab position to the right.

PgUp Scrolls up one window height

PgDn Scrolls down one window height.

Ctrl left arrow

Moves the cursor to the beginning of the current line

Ctrl right Moves the cursor to the end of the current line

arrow

Ctrl PgUp Moves the cursor to the first character of the previous paragraph
Ctrl PgDn Moves the cursor to the first character of the next paragraph

ANGOSS Word Processor, 2 - 10




Chapter 2: Getting Started

Cursor Key Action

Ctrl F5 M oves the cursor to the first character of the previous sentence
Ctrl F6 Moves the cursor to the first character of the next sentence
Ctrl Home M oves the cursor to the beginning of the current document
Ctrl End Moves the cursor to the end of the current document

Table 2-2 provides additional cursor keysthat may be used when you are working in amultiple
column area (MCA).

Table 2-2. MCA Cursor Keys

Cursor Key Action

Ctrl E Starts anew entry in alinked MCA.

Ctrl F3 Positions the cursor in the previous column, on the first character of the
sameline

Ctrl F4 Positions the cursor in the next column, on the first character of the
sameline

Y ou can also use the Document Goto L ocation command to move the cursor directly to a
specific location in your document. Refer to the Document Goto command in Chapter 9: ANGOSS
Word Processor Command Reference, for complete information on this operation.

Command Mode

When you are in Command Mode, the Word Processor Module Menu, as shown in Figure 2-5,
isdisplayed in the Control Area.
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Figure 2-5. Word Processor module menu
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Except for Tab, the cursor keysthat are used to move around a document when you arein Text
Entry Mode (listed in Table 2-1) can also be used to move around a document when you are in Command

Mode.

Building Commands

All Word Processor commands originate with the keywords listed on the Module Menu.
Commands are built by choosing keywords from several levels of menus until acommand is complete.
For example, selecting the Document keyword brings up a menu with keywords such as Columns,
Dictionary, Find, and Goto. If you select one of these keywords, another menu with anew list of option

keywords is displayed. By selecting one keyword from each level you build commands.

In the example, Document Dictionary Spellcheck Screen, each keyword is chosen from a menu
that reveals another keyword. Refer to Chapter 9 for acomplete listing of available Word Processor

commands.
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*  To cancel the last keyword or option in a command format, fxess
«  To completely cancel a command format, pratsZ.
*  To repeat the previous command executed, gf8ss

«  To edit the previous command format, préads X.

Selection of some keywords (i.e., Layout Document-Options or Print Options) results in the
display of full-screen definition menus rather than another listing of keyword options or prompts. The
settings established on these menus do not become part of the command format.DReffai tion
Menus in this chapter for additional information.

Marking Techniques

Whenever you select a command that affects existing text, ANGOSS displays a marking menu
in the Control Area of the screen. You are then prompted to specify the amount of text to be affected by
the command. Standard text area commands utilize different marking types and menus than multiple
column area (MCA) commands.

Standard Text Marking

Block, column, and line-marking are available in standard text areas. Some commands allow
you to switch between block and column-marking, while other commands allow only one type of
marking. Refer to th&oftware System manual on using the mouse to block text.

Figure 2-6 is an example of the menu displayed when the Edit Copy command is selected in a
standard text area.

Figure 2-6. Block-marking menu

Type: BLOCK F2 fnchor F4 Column Fé Sentence FB Document F¥{B Finished

B Buffer F3 Restart F5 Hord F? Paragraph FI9 Line P Page R Remainder
Document: event Sc:1 Pg:1 Ln:6 Ps:11 FH: 8 Font:B Insert OW
ark the text to copy.
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Asindicated by Type: in Figure 2-6, ANGOSS entered bl ock-marking when the command
was selected. By pressing F4, you can change to column-marking.

When a command invokes marking, the cursor position at the time the command was selected
becomes the "anchor” position. As you use the marking menu keys or the cursor keysto indicate the text
affected by the command, the text becomes highlighted from the anchor position to the current cursor
position. Y ou can set anew anchor at any position in the text by moving the cursor to the desired location
and pressing F2. Or, you can erase any highlighting and restart the marking process by pressing F3.

Block-Marking vs. Column-Marking

For commands that can operate in either block or column-marking, the "default” is block-
marking. When the command is sel ected, ANGOSS enters bl ock-marking; to use column-marking, you
must press F4.

A block of text can be based on a character, aword, aline, a sentence, a paragraph, a
combination of these, or an entire document. A column of text, on the other hand, is based on asingle
character.

Block-marking works on a horizonta aspect while column-marking works on a vertical aspect
in adocument. When the cursor is moved down one vertica position in block-marking, all the horizontal
positions between the original cursor position and the current cursor position are included in the marked
block. In column-marking, when the cursor is moved down one vertical position, only the original cursor
position and the current cursor position are included in the marked column. Columns can be extended
horizontally only by using horizontally-oriented cursor keys (i.e., left arrow or right arrow) or
Quick Keys (i.e.,Ctrl F, Ctrl G, Ctrl F5, or Ctrl F6). To clearly understand this concept, refer to
Figures 2-7, 2-8, 2-9, and the following scenario.
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After typing theitinerary in Figure 2-7, you want to copy the days of the week to the bottom of
the document so that you could enter a schedule for the week May 8 - May 12. Using block-marking,
select F5 to highlight the word "Monday" or pressright arrow six timesto highlight the characters
one at atime. However, to highlight " Tuesday" and the rest of the days of the week using block-marking,
you would aso have to highlight the schedule for those days. Since block-marking works on a horizontal
aspect, after highlighting "Monday," if you pressdown arrow to highlight "Tuesday," all the text
following "Monday" also becomes highlighted, as shown in Figure 2-8.
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Figure 2-8. Block-marking
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Y ou could copy the entire block and then delete the schedul e from the duplicated block.
However, it would be more efficient to use column-marking to obtain the desired results.

Press F4 to switch to column-marking and pressright arrow to extend the column the
desired number of characters. In this example, since you want to copy all the days of the week and
"Wednesday" is the longest day, extend the column three characters beyond "Monday" so that al the
characters in "Wednesday" will beincluded in the marked column. Then pressdown arrow four times
to highlight all the days of the week. Figure 2-9 illustrates how column-marking appears on the screen.
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When all the days of the week are highlighted, press F10. Finally, move the cursor to the
bottom of the document, and press Enter. The days of the week are then copied to the specified location.

Block-marking can be used to include an MCA in ablock of marked text. For example, if you
mark ablock of standard text that surrounds an MCA (i.e., paragraphs of standard text that exist above
and below the MCA), the entire MCA isincluded in the marked block. Column-marking does not allow

you to cross MCA "boundaries.”

Marking Keys

The marking menu keys F5, F6, F7, F8, F9, P, and R are used in block-marking to highlight
specified areas of text. If you have switched to column-marking and subsequently press one of these
marking keys, block-marking is automatically activated and the corresponding text is highlighted. The
characters encompassed by these menu keys are defined bel ow.

F5 word.

Highlights the current word.
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F6 Sentence.

F7 Paragraph.

F8 Document.

F9 Line
P Page

R Remainder.

Line-Marking

Highlights the current sentence, the sentence’s ending punctuation, and any
blank spaces following the sentence.

Highlights the current paragraph and the end of paragraph mark.

Highlights the current document from the beginning of the document to the
end of file mark.

Highlights the current line, from left margin to right margin.

Highlights the current page of the document (text between two page
breaks).

Highlightsthe remainder of the document, from the current anchor position
to the end of file mark.

Line-marking is used when Document Dictionary Hyphenate or Layout Keep is selected. The
current line is automatically marked and a marking menu is displayed in the Control Area of the screen,

as shown in Figure 2-10.

As with the other marking types, you can press F2 to set a new marking anchor, F3 to restart
the marking process, and F7 to mark an entire paragraph. Press F10 to complete the marking process.
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MCA Marking

The type of marking allowed in an MCA depends on whether it isalinked or unlinked MCA.
Two marking types, column-marking and entry-marking, are available when you areworking in alinked
MCA. When you are working in an unlinked MCA, only column-marking is available.

Linked MCA Marking

When you select Document Columns Edit Move or Document Columns Edit Delete, ANGOSS
enters MCA entry-marking, highlights the current entry, and displays a marking menu in the Control

Area of the screen, as shown in Figure 2-11.
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Figure 2-11. Entry-marking menu

= Hindow 1
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and March, 1988, Snowfall is recorded in inches and wind
chill is recorded in Fahrenheit temperatures in the chart
below.
Date Location Snow Temp.
11/84/8? Portland, Maine 4 - 24
11/98/87 Laconia, New Hampshire 11 - 46
11/048/067 Parre, UYermont 14 - 51
11719787 Haverhill, Massachusetts 1 - 38
11/19/87 Rumford, Maine 19 - 62
i5 |
11/26/87 No. Conway, New Wampshire 18 - 73
11/26/87? Hinsted, Connecticut 22 - 45
12/06/87 Fabyan, New Hampshire 21 ~-160

MCR Mark Type: ENTRY ¥2 New Anchor F3 Restart F4 Column Mark F18 Finished
Select Entry Range: B
Document: weather Sc:i Pyg:1 Ln:12 Ps:5 FH: 8 Font:8 Insert ON

Asindicated by MCA Mar k Type: ENTRY inFigure 2-11, ANGOSS entered entry-marking
when the command was selected. By pressing F4, you can change to column-marking.

Entry-marking works on ahorizontal aspect and highlights all the text contained in an entry. An
entry consists of agroup of related text that is entered in one or more linked columns.

Column-marking works on avertica aspect and highlights al the text contained in a column.

To extend column-marking across multiple columns, press left arrow or right arrow, whichever is
applicable.

When Document Columns Edit Move or Document Columns Edit Delete is selected and entry-
marking is invoked, the current entry becomes the "anchor" entry. Asyou use up arrow or down
arrow to extend the marking to multiple entries, the text is highlighted in all the entries from the anchor
entry to the current entry. You can designate a new anchor by moving the cursor to the desired entry and
pressing F2. Or, you can erase any highlighted entries and restart the marking process by pressing F3.

When column-marking is selected (by pressing F4), the current column becomes the "anchor”
column. Asyou use left arrow or right arrow to extend marking across multiple columns, all
columns from the anchor column to the current column are highlighted. Y ou can set a new anchor by
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moving the cursor to the desired column and pressing F2. Or, you can erase any highlighted columns and
restart the marking process by pressing F3.

The difference between column-marking and entry-marking isillustrated in Figures
2-12 and 2-13. In both illustrations, the cursor is positioned in column 2, on the "B" in "Barre, Vermont."
Thefirstillustration is an example of entry-marking; the second illustration is a column-marking
example.

Figure 2-12. Entry marking

— Window 1 —=
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and March, 1988. Snowfall is recorded in inches and wind 1
chill is recorded in Fahrenheit temperatures in the chart 9
below. 9
k|
Dated Locationd Snowdl Tewmp. 9l
| h | q@ ) |
11/84/8°9 Portland, Maineq 49 - 249
11/RR/879 laconia, New Hampshiredl 11 - 461
117197879 Haverhill, Massachusetts$t 79 ~ 384
1171978749 Rumford, Mained 199 - 629
117287879 Colunbla, South Carolinafl 159 - 23%
11/26/879 No. Conway, New Hampshiredl 189 - 733
11/20/879 Winstod, Connacticutdl 229 - 459
12/86/87% Fabyan, Hew Hampshired 219 -168%
9
q
L ]

MCAR Mark Type: ENIRY FZ New Anchor  F3 Restart F4 Coluwn Mark FI1B Finished
Select Entry Range: 3
Document: weather Se:l Py:i Ln:12 Ps:28 FN:@ Font:B Insert ON
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Figure 2-13. Column marking
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Document: weather Sc:i Tg:1 Ln:i2 Py:280 FH:B Font:@ Insert ON

Definition M enus

Some commands provide listings, called "definition menus,”" that consist of prompts and option
lists. Responses to these prompts and option lists are called "settings.” The keys used to select and define
menu settings are the same for all definition menus. Refer to the Tools Preferences Global section of
ANGOSS Software System for specific instructions.

Remember from ANGOSS Software System that you select the Tools Preferences
commandsto establish global, hardware, and module-specific settings. Before proceeding to Chapter 3,
make certain that you have selected appropriate settings for display and hardware compatibilities.
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Word Processor Preferences

How ANGOSS Word Processor performs when it is accessed is determined by the settings on
the Word Processor Preferences Definition Menu, obtained by selecting the Tools Preferences
Wordprocessor command. Available features are as follows:

e automatic or manual pagination of documents
e alignment of document text
e left and right margin settings

« display of special characters such as hard page breaks, paragraph and tab marks, hidden
text, or index and table of contents marks

¢ enabling of ANGOSS' Document Auto-Save feature

« spellchecking, dictionary, and thesaurus controls

Document Parameters

Selecting ANGOSS Word Processor's Layout Document-Options command provides access to
two different definition menus, a Current Document Options Definition Menu and a New Document
Options Definition Menu. How ANGOSS Word Processor documents are formatted and displayed is
initially determined by the "default” settings specified in the New Document Options Definition Menu.
However, the display and format may be changed on a document-by-document basis by changing the
settings in the Current Document Options Definition Menu. Use these menus to define settings for:

e placement and numbering sequence utilized for footnotes
e style and placement of paragraph numbers
« language and dictionaries used during spell checking

* margins, page number placement, headings style and placement, and format of entries
used during index and table of contents generation

Font Selector

ANGOSS Word Processor's Font Selector Definition Menu enables you to create "customized"
fonts. This definition menu is obtained by selecfi@from the font menu displayed after selecting the
Layout Font Change, Layout Font Edit, or Layout Font Select commands. The font menu is illustrated in
Figure 2-14.
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Figure 2-14. Font Selector menu

— Font Selector
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Fi1 Help F2 Edit text F3 Blank text Fé Available choices

Document: (none) Sc:l Pg:1 Ln:1 Ps:$% FN:@ Font:@

F18 Finished

Insert ON

Select the desired font number from the prompter, or type the font number.

Use the Font Selector Definition Menu to:

e specify a particular font family

«  specify a character set

«  specify a font size

«  specify normal or italic slant

e specify attributes such as boldface and underscore
e use subscript and superscript characters

e assign foreground and background colors to fonts
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Print Options

Selecting ANGOSS Word Processor’s Print command provides access to two different
definition menus, a Current Print Options Definition Menu and a Preset Document Definition Menu.
How ANGOSS Word Processor documents appear when they are printed isinitially determined by the
"default" settings specified in the Preset Document Definition Menu. However, the printed appearance
may be changed on a document-by-document basis by changing the settings in the Current Print Options
Definition Menu. Current Print Options can be changed for each section of a document. Available
settings in this Menu include:

¢ placement and content of headings and footings

¢ length and width of the paper being used

¢ top and bottom, left and right boundaries

e paper path (bin selection, tractor feed, envelope feed, etc.)

e date and page number styles

Operating System Access

When you are working in the Word Processor, you can temporarily suspend the program and
gain access to the operating system to execute system commands by pressing
Ctrl O. When you have completed your system operations, you can return to ANGOSS Word Processor
by typing EXit at the prompt.

You can also select the Tools OS option to execute one operating system command and return
immediately to ANGOSS Word Processor.

File Extensions

ANGOSS Word Processor uses different file extensions to identify different types of files.
Table 2-3 lists file types and their corresponding extensions. You will learn more about these file types in
subsequent chapters.
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Table 2-3. File Extensions

File Type Extension
Documents doc
Text Files txt
Custom Dictionary Files udc
Graphs on Disk cgm
Macro Files mac
Project Files pf2
Runtime Files rf2
Input Screen Files is2

Automatic File Backup

ANGOSS Word Processor provides an option for automatic file backup that can be specified in
the Global Preferences Definition Menu (accessed by selecting the Tools Preferences Global command).
If you choose Y es for this setting, ANGOSS automatically retains backup copies for files of certain
types.

The backup copy is created and assigned the appropriate backup extension when ANGOSS is
instructed to save afile that already exists. Backup files do not appear in prompter displays. Table 2-4
provides alisting of the types of files that can be automatically backed up, and the corresponding backup
extensions.
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Table 2-4. Backup File Extensions

FileType Extension
Documents bdc
Text Files btx
Macro Files mbk
Project Files bp2

Exiting

Before exiting ANGOSS Word Processor, you should save your documents by selecting the
File Save command. After you have saved your documents, select the File Unload command to remove
them from memory.

To exit ANGOSS Word Processor, select Quit from the Word Processor module menu. Y ou
can then exit the ANGOSS Software System or proceed to another ANGOSS module. In many situations,
pressing F10 will take you directly to the Quit menu.

If you press F10 accidentally, before you are ready to exit ANGOSS Word Processor, press
Esc toreturn to your previous location in ANGOSS Word Processor.

Practice Session

Perform the following fundamental exercises, in the order presented. The stepswill help you to
become familiar with:

¢ ANGOSS' toggle commands
¢ Quick Key listings
« Basic text entry and editing operations

e Using cursor keys to move around in a document
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Saving and unloading documents
Exiting ANGOSS Word Processor.

If you are unable to perform an operation, please reread this chapter and then try the exercises

again.

. Go to Command Mode by pressiagc until a menu that begins with the word Document

appears in the Control Area of the screen.

. Toggle off the window border by executing the Window Border command.

You can uséSpacebar or Backspace to move the highlighter to the keyword
Window and presknter, or just pres®V. Then use the same process to select Border
from the subsequent menu.

3. Execute the command again to turn the border back on.

4. Execute Document Visible Rulers Main twice to toggle the Main Ruler off and back on.

5. Presd-2 repeatedly to display listings of available Quick Keys and the copy and delete

buffer displays.

. TypeNow isthetimefor all good men to cometo the aid of their country.

7. Move the cursor to the "m" in "men".

Make sure Insert Mode is toggled on by looking at the status ofthert prompt in the
lower right corner of the screen. If the prompt does not @&dpresdnsert.

. Typewo. The "men" now reads "women".

9. Move the cursor to the "g" in "good" and toggle Insert Mode off by pretssgrt.

10.

11.
12.
13.
14.
15.

16.

Typewise. The word good is now replaced by wise. Plassert again to turn Insert
Mode back on.

PresgsHome to move the cursor to the top left character in the current window.
Pres€£nd to move the cursor to the beginning of the last line in the current window.
PresgHome again to move the cursor to the beginning of the sentence you typed.
Pres€sc to go to Command Mode.

Select Edit Copy from the displayed lists of keywords.

The block-marking menu appears in the control area of the screen and you are prompted to
mark the text you wish to highlight.

Presglown arrow. Notice how the entire line is highlighted.
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17. Pressup arrow and then press F4 to change to column-marking mode.

18. Again, pressdown arrow. Notice that only the characters in the column are highlighted
thistime.

19. Press F4 again to return to block-marking mode.
20. Repeatedly press F6 to automatically highlight the current sentence. Then press F10.

21. Move the cursor to the end of the sentence and press Enter. A second copy of the
sentence appears at the cursor position.

22. Select File Save from the displayed lists of keywords.
23. Enter afilename for the current document. Press Enter.
24. Select File Unload from the displayed lists of keywords. Then, select Quit.

This exercise represents the most basic functions performed in the Word Processor. Before
moving on to the next chapter, be certain that you understand text entry and editing, marking, and saving
and unloading files.
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Chapter 3: Creating a Document

This chapter explains some of the basic procedures required to create documents using
ANGOSS Word Processor. Topics discussed in this chapter include:

e entering text into a document
e using fonts and attributes such as underscoring or boldfacing
e formatting paragraphs

¢ saving and unloading a document

A practice exercise, designed to help you understand the information presented here, is

included at the end of this chapter. We suggest that you perform the practice exercise after you have
thoroughly read the material in this chapter. If you are unable to complete the exercise, please reread the

chapter and try again.

To illustrate how ANGOSS can be used to create a document, we will refer to the following

example letter throughout this chapter.

May 1, 19889

1

Mr. Peter Johnson{

2910 Continental Street|
Portsmouth, New Hampshire 071101
1

Dear Mr. Johnson:

1

Thank you for your inquiry of April 20, 1988, requesting information about the next total solar
eclipse visible from the continental United States or Canada. Unfortunately, for those of us who
anxiously wait to see the sun disappear and darkness fall during daylight hours, we will have to
wait until August 21, 2017. February 26, 1979, was the last time in the 20th century that an

eclipse could be seen in any part of the continental United States or Canada.
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!l

Although 38 years without a total eclipse over almost the entire North American continent is
quite unusual, in fact, 26 total solar eclipses will occur during this interval. However, none can
be viewed from the United States or Canada. To date, 8 of the 26 eclipses have already
occurred. | have included a mapped chart of the total solar eclipses that will occur between now
and August 21, 2017. As you can see, the total eclipse on July 11, 1991, will be visible from
many locations in Mexico. Perhaps you can plan a trip to witness this spectacular event.q

il

Again, thank you for your letter, Mr. Johnson. We are always happy to share our information
with other lovers of this phenomenon of nature.q

1

Sincerely,1

1

1

Margaret Sarosf

1

Skywatch Astronomical Society
16990 Evergreen Boulevard{
Willoughby, Washington 984031
1

Enclosuref

1
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Entering Text

Text can be entered into adocument only in Text Entry Mode. When you enter ANGOSS Word
Processor, the program isin Text Entry Mode and you can immediately begin to type.

Word Wrap

The word wrap feature in the Word Processor saves you time and keystrokes by automatically
moving any word that extends beyond the specified right margin to the next line of your document. This
manipulation of the text is automatically handled by ANGOSS, eliminating any need for you to keep
track of margins, word breaks, and line lengths.

Word wrap enables you to type continuously without having to insert carriage returns at the
margin, as you would using atypewriter. When typing in the Word Processor, the only instances when
you need to press the carriage return key, (Enter), are asfollows:

e toend a paragraph
¢ toend asingle line entry

e toinsert a blank line into the document

Making Corrections

Suppose that as you type your document text you make a typographical error. To correct your
mistake, you can use one of the following procedures:

« If you notice the error immediately, prd8aickspace to delete any mistyped
characters. Make certain the Insert Mode is turned on and then type the correct characters.

«  Use the cursor keys to position the cursor on the incorrect character anD@lesbe
text to the right of the cursor shifts left to replace the deleted character. Make certain the
Insert Mode is turned on and then type in the correct character.

»  Use the cursor keys to position the cursor on the incorrect characterlrPrassturn
Insert Mode off and type over the incorrect character. Bnes$o turn Insert Mode on
again.

Remember, you can look at the Status Line to see whether Insert Mode is on or off.
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Displaying Special Characters

The Document Visible command allows you to control the display of special text characters
that indicate:

¢ hard page breaks

*  section breaks

* table of contents entries
* index items

e Kkeep areas

e paragraph marks

* tabs

. hidden text

In addition, Document Visible is also used to control the display of the Main Ruler or
Embedded Rulers in a document.

Each Document Visible command is a "toggle" command. Each time the command is executed,
the display of the corresponding character(s) is turned on or off throughout the entire document. For
example, if you have the Document Visible Paragraphs command toggled on, each time you press
Enter, "\p" is displayed.

The "default" display status for these characters is controlled by the Special Character Display
settings in the Word Processor Preferences Definition Menu. Re@rapter 9: ANGOSS Word
Processor Command Reference for a complete description of the Document Visible command.

Fontsand Attributes

ANGOSS Word Processor provides you with a wide variety of typefaces, fonts and font
attributes for your documents. The options available to you depend upon the printer you have specified in
the Hardware Preferences Definition Menu, displayed by selecting the Tools Preferences Hardware
command.

ANGOSS Word Processor provides two predefined fonts, numbered 0 and 1. Font number O is
the "default" font that is used for new text. Font number 1 is the default font for footnote reference
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numbersin adocument. Y ou can edit these predefined fonts, or you can define new onesto add to thelist.
A maximum of 32 fonts may be defined for a single document.

Under scoring and Boldfacing

There are three methods for entering underscored and boldfaced text in a document.

1. You can usethe quick keys (Ctrl U to underscore, or Ctrl B to boldface) to toggle on
and off the underscore or boldface attribute for any new text you type. When these quick
keys are used, the font definition is not affected.

2. Youcan use Layout Font Edit to attach underscore or boldface attributes to a font. For
specific information about using Layout Font Edit, see the Layout Font command
discussionin Chapter 9: ANGOSS Word Processor Command Reference. When
you edit afont definition, any new text you enter using that font is underscored, boldfaced,
or both, depending on what you specified. In addition, any existing text that was entered in
that font is retroactively underscored or boldfaced.

For example, suppose you had defined font number 2 as "standard italics" and had used it
at various locations throughout your document to enter title and chapter references. At
somelater point, you used the Layout Font Edit command to modify the font definition for
font number 2, attaching the boldface attribute to the font. Thereafter, any text entered
using font number 2 was entered as "standard italics boldfaced.” In addition, after the
Layout Font Edit command was executed, all the existing title and chapter references that
you had entered as "standard italics' using font number 2 were also bol df aced.

3. Thethird method allows you to underscore and bol df ace text that has already been entered
into your document. The following discussion explains the commands used to do this.

Under scoring Existing Text

Layout Font Underscore Insert is used to add underscoring to existing text. When you select
Layout Font Underscore, ANGOSS displays a block-marking menu. Use cursor keys or marking menu
keys to highlight the text you wish to underscore and then press F10 or Enter.

If you are using a color or graphics monitor, you can easily spot the underscored word because
itisdisplayed in a contrasting color or an underscore will appear on the screen. Regardless of the type of
monitor you are using, the Font : indicator on the Status Line displays a Uto the right of the font number
when the cursor is positioned on an underscored character.
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Boldfacing Existing Text

Layout Font Bold Insert is used to add boldfacing to existing text. Existing text is boldfaced in
the same way it is underscored. When you select the command, ANGOSS displays a block-marking
menu and prompts you to highlight the text you want boldfaced. After marking the word, sentence,
phrase, or block, press F10 or Enter to execute the command.

If you are using a color or graphics monitor, you can easily spot the boldfaced text becauseit is
displayed in a contrasting color or appears bold on the screen. Regardless of the type of monitor you are
using, when the cursor is positioned on a boldfaced character, the Font : indicator on the Status Line
displays a B to the right of the font number.

Y ou can also use the Quick Key Shift F3 to select the Layout Font Bold command.

Formatting Paragraphs

Themargins, justification, line spacing, tabs, indentation, and Characters Per Inch (CPl) of text
in adocument are controlled by rulers. There are three different types of rulers. Table 3-1 briefly defines
each ruler type.

Table 3-1

Default Ruler The ruler that controls the format for new documents. Settings on the
Default Ruler remain in affect unlesstheruler is edited, or new rulers
areinserted

Current Ruler Theruler that controls the format of the paragraph where the cursor
currently sits

Named Ruler A specific ruler whose settings have been recorded and assigned a
name for future use

Default Ruler

When you begin with a blank document, the default ruler settings are displayed at the top of the
Document Window. Thisruler is called the Default Ruler. It controlsall paragraphs in the document
unless new rulers are inserted. Figure 3-1 shows the Default Ruler and identifies the settings on it.
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Settings on the Default Ruler are determined by settings on the Word Processor Preferences
menu, which is displayed by executing Tools Preferences Wordprocessor. To change the defaults for al
future documents, you must change the settings on this menu. Y ou can change the defaults for the current
document with Layout Ruler Edit Default. These changes affect only the current document. Editing rulers
is covered later in this discussion.

Figure 3-1. Ruler settings

Hindow 1 =
B[blb:l [ SRR D U D ) I SOV TN
fabs
Margin Settings
Fi Help F3 Find FS Replace 7 Zoom F9 Repeat
F2 Next menu Fd4 Goto Fé Font Select F8 Execute F18 Quit
Document: (none) Sc:t Pg:1 Ln:1 Ps:5 FN: @ Font:08 Insert ON

NOTE: If aruler does not appear at the top of the document window, execute Document
Visible Rulers Main to toggle it on. Toggling the ruler off gives you one additional line in the document
window.

Current Ruler

The ruler that controlsthe format of the current paragraph (where the cursor sits) iscalled the
current ruler. Asyou move the cursor through paragraphs that have different formats, the ruler at the top
of the window changes to display the settings controlling the current paragraph.

By inserting additional rulersin the document, you can have paragraphs of varying margins,
justification or line spacing within the same document.
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Named Rulers

Y ou can assign names to specific ruler formats and save them for future use in this document.
This eliminates the need to repeat the same ruler editing later. For example, if you commonly indent
entire paragraphs within a document, you could insert aruler once and then give this format a name.

NOTE: Named Rulers are only available to the document in which they are created. They
cannot be used in other documents.

Toname aruler, select Layout Ruler Insert Current or Layout Ruler Edit and make any
necessary changes to the settings, press F8 and enter a maximum of eight characters. The ruler nameis
then displayed on the Status Line next to the Rul er indicator.

COMMENT: Editing and inserting rulersis discussed later.

The next time you want to use the same format, just place the cursor in the paragraph you want
to change and select Layout Ruler Insert Named. A list of named rulers for this document will appear.
Select the name of the format you want. Y ou don't have to make individua changesto the ruler each time
you use it.

Inserting Rulers

To change the format of asingle paragraph, you need to insert a new ruler above the paragraph.
Thisisdone with Layout Ruler Insert. Y ou can insert the default ruler, a named ruler or the current ruler.

If you select the Default or Named options, the ruler is placed above the current paragraph and
the paragraph reforms to reflect the ruler’s settings.

If you insert a copy of the Current ruler, the ruler is placed above the current paragraph, the
cursor is placed on the ruler line, and you are alowed to make any desired changes. Figure 3-2 shows the
ruler and menu displayed when Layout Ruler Insert Current is selected.
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Figure 3-2. Layout Ruler Insert Current

— Window 1
S U0 R G R PP U N ST Y DU - TAP SN - TURI SR
May 1, 1988

Mr. Peter Johnson
2918 Continental
Purtsmouth, New Hampshire 87118

Dear Nr. Johnson:

| W4 R S SR DN TR U SOV PAVIRY. PIFUUN IS TR N/ SUNPI UM I
Thank you for your inquiry of April 28, 1988, requesting
informnation about the next total solar eclipse visible from the
continental linlted States or Canada. Unfortunately, for thnse of
us who anxiously wait to see the sun disappear and the darkness
fall during daylight hours, we will have to wait until August 21,
2817. February 26, 1979, was the last time in the 28th century
that an eclipse could be seen in any part of the continental
linited States or Canada.

[ LIt marqin i Indent F3 Normal tab F5 Inc tabs F? CPI F18 Finished
1 Rt margin  Del Delete F4 Decimal tab Fé Clear tabs F8 Nawme format
Ruler: Current Pos: 8.58 Ruler Division (cpi): 18

After making all desired changes, press F10. The text reforms, the new ruler isinserted above
the paragraph, and a copy of the ruler that previously controlled this paragraph is inserted below it.
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Figure 3-3. Example of inserting ruler
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hours, we will have to wait until August
21, 2817. February 26, 1979, was the
last time {n the 2Ath century that an
eclipse could be <een in any part of the

Fl Help F3 ¥ind F) Replace F? Zoom ¥9 Repeat
F2 Hext monu Fd4 Goto Fé Font Select F8 Execute Fi8 Quit
Document: letter Sec:l Pg:1 Ln:11  Ps:14 FN:B Font: 0 Insert OM

Figure 3-3 shows the result of executing Layout Ruler Insert Current and changing the margin
settings. Both Document Visible Rulers Embedded and Document Visible Rulers Main are toggled on in
thisillustration.

Ruler Settings

Following is adetail ed description of the settings available on the ruler and information on how
to change those settings.

Text Alignment

The first position on the Ruler Line indicates the alignment of the text within the left and right
margins. There are four different options.
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Option Alignment Definition
I left-aligned Text isaligned flush with left margin
r right-aligned Text isaligned flush with right margin
c centered Text is centered between margins
j justified Text isblock aligned on both margins

To change the alignment of a paragraph, move the cursor to the first position of the ruler and
type over the letter there with one of the other options.

Line Spacing

The second and third positions on the Ruler Line specify the vertical line spacing for the text.
To change the line spacing enter a number in the second position. Typing 2 specifies double spacing, 3
specifies triple spacing, and so forth.

Half-spacing is specified by entering + in the third position on the Ruler Line. For example,
entering 1+ in the second and third positions specifies 1-1/2 line spacing; entering 2+ specifies 2-1/2 line
spacing and so forth. To remove half-spacing, press Del to delete the + or type over the + with a-.

Any number from O through 9 can be entered in the second position. However, an entry of O in
the second position is accepted only if + has been entered in the third position.

Margins

Margins are depicted on the ruler as brackets. The left margin isindicated by [ and the right
margin isindicated by ]. To change a margin setting, use cursor keysto move to the new margin location
and type the appropriate bracket.

Indents and Outdents

Indent settings are displayed on the ruler asthe letter i. If it isacapital |, it indicates the indent
shares the same position as atab mark.
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Y ou can specify an indent or outdent on the ruler. Both affect the first line of each paragraph
controlled by the ruler. An indent movesthe first line of text a specified distance inside the margins.
Following is an example of an indented paragraph.

Example:

Thank you for your inquiry of April 20, 1989, requesting information about the next solar
eclipse visible from the continental United States or Canada. Unfortunately, for those of uswho
anxiously wait to see the sun disappear and the darkness fall during daylight hours, we will
have to wait until August 21, 2017.

An outdent allows the first line to extend the specified distance beyond the left margin.
Following is an example of an outdented paragraph.

Example:

Solar Eclipse The next daytime eclipse visible from the continental United States or
Canadawill not occur until August 21, 2017.

To place an indent or an outdent on the ruler, move the cursor to the desired location and press

Tabs

Normal tabs and decimal tabs can be specified on the Ruler Line. Normal tabs areindicated on
the ruler by 116. Decimal tabs are indicated on the rules by

Decimal tabs are used during numeric entry to create columns of numbers with aligned decimal
points. WhenT ab is pressed to move the cursor to a decimal tab, any entered text or digits are pushed to
the left until a decimal point is entered. Thereafter, text or numbers are entered to the right of the decimal
point.

Several methods can be used to change tab settings on the Ruler Line; the best method to use
depends on what changes you want to make. If you want to remove one or two tab stops, move the curso
to the tab you want to remove and prB=d. If you want to remove all of the displayed tabs and establish
new tab stops, pre$s to clear all the current tab settings. Then move to the first location where you
want a tab and pre$s3. Repeat this procedure to set all the normal tabs desired. To set a decimal tab,
follow the same procedure, but présé instead of-3.
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CharactersPer Inch

Any ruler division from 4 to 24 can be entered for an ANGOSS Word Processor ruler. The
default division (characters per inch) setting is 10. When 10 cpi is used, 10 ruler division marks (tics) are
required to equal 1 inch. Therefore, if the cursor islocated on ruler division 10 when a 10 cpi setting is
being used, the position identifier at the bottom of the screen registers 1. 0, indicating you are 1 inch
from the left edge of the ruler.

To change the cpi setting, press F7, enter the desired ruler division and press Enter. The new
ruler division is displayed at the bottom of the screen next tothe Rul er Di vi si on(cpi ) : identifier
and the Pos: indicator changes to reflect the new measurement. For example, if the cursor islocated on
ruler division 10 when acpi setting of 15 is being used, the Pos: indicator registers 0. 67.

Using the Mousein Edit Ruler

After selecting the LAYOUT RULER command, you can change the margin settings by
clicking on the ruler at the top of the screen followed by clicking on the appropriate square bracket in the
command area.

Y ou can also make changes to text justification and line spacing by double clicking on the
respective indicators. These indicators are located on the far left side of the ruler and are represented by a
text character for justification, a number for full line spacing, and a period or plus sign for half line
spacing. In each case, a double click will cycle through the following values:

Justification

| - Left justification

r - Right justification

C - Centered text

j - Left and right justification
Full line spacing

1- Single spacing

2 - Double spacing

3 - Triple spacing
Half line spacing

.- Full line spacing only

+ - Add half line spacing to full line spacing

ANGOSS Word Processor, 3 - 13



Chapter 3: Creating a Document

Note that the number of spaces between lines can actually be changed from single to nine line
spacing with the keyboard. However, the mouse will only cycle through the first three values.

Editing Rulers

Layout Ruler Edit is used to change the format settings on the Current Ruler, the Default Ruler,
or aNamed Ruler. When the command is selected, you must specify which ruler you want to edit; the
cursor is then moved to the ruler specified. Y ou can then change any of the ruler settings. For specific
information about changing individual settings, see the previous discussion of Ruler Settingsin this
chapter.

When editing aruler, you also have the option of naming the ruler format for future use. Press
F8 and type in a name for the format.

Once dl desired changes have been made to the ruler, press F10 or Enter. If you edited the
Current Ruler, all paragraphs controlled by the ruler arereformatted. If you edited the Default or aNamed
Ruler, no changes are made to any existing paragraphs controlled by either of these rulers. Instead, the
template for the edited ruler has been changed. The changes will appear the next time the ruler is used.

Reformatting Multiple Paragraphs

To change the format settings for multiple paragraphs in adocument, regardl ess of which ruler
controls them, use Layout Ruler Reformat. When the command is selected, ANGOSS enters block-
marking mode and displays the marking menu.

Mark the portion of the document you want to be affected by the ruler changes. Y ou can
highlight as much of your document as desired.

NOTE: A paragraphisconsidered "marked" even if only asingle character in the paragraphis
included in the block.

When all the paragraphs you want affected by the ruler changes have been marked, press F10
or Enter.

A copy of the Current Ruler is then placed above the first paragraph in the marked block, and
the editing menu is displayed. In addition, the Status Line changes to reflect the ruler name (or ruler type,
if itisnot aNamed Ruler), the current cursor position on theruler, and the ruler division (cpi) of theruler.

Y ou can then change any of the ruler settings. For specific information about changing
individual settings, see the previous discussion of ruler settings.
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Changing All Settings

TheF9 Change Al | optionisavailable on the ruler editing menu whenever Layout Ruler
Reformat is chosen. This option enables you to change AL L the format settings for all paragraphsin the
marked block.

For example, if you mark a block of text that extends across four different rulers, and change
the tab settings, only the new tab settings will be reflected on all the rulers unless you press F9. Each
ruler will keep itsold line spacing, text alignment and margin settings. However, if you press F9, all four
rulers will change to have the same margins, line spacing, alignment, etc., as the ruler you just edited.

Press F10 or Enter to record the changes to the current ruler. If you pressed F9, the
"subordinate” rulersin the marked block are removed and the text in the marked block is reformatted to
match the settings on the current ruler. If you did not press F9, the changes you made are reflected on
each ruler in the marked block and the text reformats as necessary.

If only a portion of the text controlled by aruler was included in the marked block, a copy of
the origina ruler, containing the settings before the changes were made, isinserted below the last
reformatted paragraph.

Paginating Documents

Two types of page breaks, soft page breaks and hard page breaks, can be inserted in Word
Processor documents. Page breaks can be inserted either automatically or manually; as you are typing
text into adocument, or after a document has been typed.

Soft Page Breaks

Soft page breaks are inserted automatically in a document. They appear as asolid line
extending across the document window.

The placement of soft page breaks in adocument is determined by numerous settings on the
Print Options Definition Menu. Things such as top and bottom boundaries, the use of headings and
footings, and the form length all affect the pagination. Widow/orphan controls specified in the Current
Document Options Definition M enu and any keep areas you have marked in the document also affect the
placement of the page breaks. The Current Document Options Definition Menu is obtained by selecting
the Layout Document-Options Current-Document command.
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Automatic Pagination

Soft page breaks are inserted automatically as you create your document if you toggle on
Layout Newpage Automatic. When automatic pagination istoggled on, pagination adjusts to compensate
for any revisionsthat are made to the document, such asinserting text, deleting text, adding footnotes, or
changing the definition menu settings mentioned previously.

The repagination of adocument is done in the background to interfere as little as possible with
your work. In text entry mode, pagination will take place whenever you are not entering keystrokes. In
command mode, pagination will take place when you are at the top menu level and no keyboard activity
istaking place.

Y ou may notice some choppiness during text entry caused by pagination between keystrokes.
Pagination must complete before some commands, including Document Goto commands, Window
Close, and Ctrl End, can be executed. There may be a slight pause before execution of these commands
until ANGOSS finishes paginating the document.

When automatic pagination is toggled off, no soft page breaks are inserted in the document
until you either toggle on automatic pagination or execute the Layout Newpage Paginate command.

Manual Pagination

If adocument has been typed with automatic pagination toggled off, soft page breaks can be
inserted into the document by executing Layout Newpage Paginate. As with automatic pagination, the
placement of the page breaks is determined by the definition items mentioned previoudy.

NOTE: If you use this method to paginate a document, and then modify the document, the
soft page breaks that were inserted when Layout Newpage Paginate was executed are not adjusted to
compensate for the revisions. To ensure that arevised document is correctly paginated, you must execute
the Layout Newpage Paginate command after any editing is done.

If you have typed a document with automatic pagination toggled on, there is no need to
paginate the document using Layout Newpage Paginate.

Widow/Orphan Controls

Widow/orphan controls alow you to specify the minimum number of lines of a paragraph that
can be |eft at the bottom of a page, or moved to the top of the next page, when pagination causes a soft
page break to split a paragraph. The widow/orphan control for new documentsis specified on the New
Document Options Definition Menu, obtained by sel ecting Layout Document-Options New-Documents.
However, the widow/orphan control can be adjusted on a document-by-document basis by changing the
setting on the Current Document Options Definition Menu, obtained by selecting Layout Document-
Options Current-Document.
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Keep Areas

Y ou can also affect the placement of soft page breaks by inserting keep areas in a document.
Using the Layout Keep Insert command, you can designate specific lines of document text as akeep area,
thereby preventing text from being split during pagination.

Hard Page Breaks

Y ou can force a page break at any point in your document by inserting a hard page break. Hard
page breaks are inserted directly above the current line in a document by executing Layout Newpage
Insert. If adocument has been typed with automatic pagination toggled on, or if Layout Newpage
Paginate has been executed, soft page breaks are aready present in the document. However, you can
insert hard page breaks in the paginated document at any additional locations you desire. Hard page
breaks appear as a single broken line extending across the Document Window.

If you have automatic pagination toggled on, and you insert ahard page break, the remainder of
the document will repaginate.

Hard page breaks are not adjusted to compensate for any revisions you make to a document,
such asinserting or deleting text. In addition, hard page breaks are not adjusted when you execute L ayout
Newpage Paginate. A hard page break can be removed by positioning the cursor on the line directly
above or below the hard page break and executing Layout Newpage Remove.

Special Notes

Unlike soft page breaks, if you copy or move ablock of text that containsa hard page break, the
page break is copied or moved with the text. If you delete ablock of text that contains a hard page break,
the page break isalso deleted. If you attempt to move or copy into a keep areaablock of text that contains
apage or section break, ANGOSS displays either Cannot i nsert a page break in a keep
area. orCannot insert a section break in a keep area.

Hard page breaks will override the widow/orphan controls specified for a document. If you
have marked a portion of document text as akeep area, and you attempt to insert a hard page break inside
the keep area, the page break is not allowed and ANGOSS displays the error message Cannot i nsert
a page break in a keep area.

A hard page break can exist inside akeep areaif the page break is part of ablock of hidden text.
However, when you display the hidden text containing the page break, the keep areais eliminated, the
keep marks denoting the keep area are removed, and the message Hi dden t ext cont ai ned
page/ section break(s); 1 or nore keep areas were renoved isdisplayed. Hidden
text is redisplayed when:
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« the Document Visible Hidden-Text command is executed
« the hidden text marks are removed by executing Layout Hidden-Text Remove

« the hidden text marks are deleted udBmckspace or Del.

In addition, when a document is saved, ANGOSS temporarily displays hidden text as part of an
internal operation. Therefore, after a document has been saved (either by executing File Save or via the
Document Auto-Save feature), any keep areas that contained hidden hard page breaks no longer exist.

Saving and Unloading

A current copy of a document can be saved by executing the File Save command. Until a file is
saved, there is no "permanent” record of any text you have typed or of any revisions you have made since
the file was last saved. Turning off the computer, accidentally kicking a power cord, or experiencing a
power failure, power surge, or a computer malfunction are only a few of the situations that can result in
hours of lost productivity if you have failed to save a current copy of your file.

The short time it takes to execute File Save can prevent a loss of data that can take hours to
recreate. How often you save a document during the course of typing or revising it is a matter of
individual preference. However, if you are working on a document that would take a significant amount
of time to recreate, you should save it frequently. Also, if you leave your computer for any reason in the
midst of document entry or editing, save whatever you are working on before you go.

File Save

File Save allows you to save a copy of the current document without removing it from the
screen. When File Save is selected, ANGOSS prompts you to enter a filename for the document.

If the file already has a name, you can pierser to accept it, or enter a new name to save the
file under another name. If the file has not yet been given a name, you must give it a name to be able to
save it.

The name you assign to a file can be a maximum of eight characters, using any combination of
letters, numbers, and the underscore (_) character. Filenames cannot contain blank spaces.

You do not need to type in an extension when naming a file. ANGOSS automatically assigns
the extension .doc to document files and .txt to text files. You can give your files a different extension,
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but they will not be displayed in the prompter list presented when you execute acommand like File Load.
Only .doc and .txt files are displayed in the prompter list.

If you enter afilename that is assigned to another document in the same directory, ANGOSS
prompts you that the existing file will be overwritten with the current file and gives you the option of
aborting the command.

IftheAut omat i ¢ Fil e Backup: itemonthe Global Preferences Definition Menu is set
to Yes, ANGOSS retains the previous version of the file when you execute the File Save command. Y ou
can get to the Global Preferences Definition Menu through the Tool s Preferences Global command. Refer
to File Extensionsin Chapter 2 for alisting of backup file types and corresponding extensions.

Document Auto-Save

Enabling the Document Auto-Save feature ensures that a copy of your current document is
automatically saved at certain intervals. Thus, by enabling Auto-Save, you can eliminate the need to
frequently execute the File Save command during document creation or revision.

Document Auto-Save settings are located in the Word Processor Preferences Definition Menu,
accessed through the Tools Preferences Wordprocessor command. Y ou can specify the interval between
automatic saves and the extension you want the saved file to have.

ANGOSS automatically executes a save of the current document when the specified interval
between saves has elapsed. If you are entering text, moving around in the document, or executing a
command at that time, ANGOSS waits for a pause in keystrokes before executing the save. The message
...Saving isdisplayed on the Status Line, and text entry or command execution is temporarily
interrupted while the document is being saved. When the save is complete, you can continue.

If ANGOSS begins automatically saving a document that has never been saved or named, it
saves the file under the filename " (none)" and assigns it the file extension specified on the Word
Processor Preferences Definition Menu.

IMPORTANT: Do not specify a.doc extension in the Document Auto-Save option item if
you want to preserve your stored document and not overwriteiit.

Unloading

To remove the current document from memory, execute File Unload. If the document has been
modified since it was last saved, ANGOSS displays the prompt Save modified document
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first? (y/n).If youentery thedocument is saved and then unloaded. If you enter n it is unloaded
without saving. If you change your mind about unloading, press ESc to cancel the command.

Practice Session

Perform the following fundamenta exercisesin the order presented to learn about:

e Word wrap
« Underscoring and boldfacing existing text
e Editing a ruler format

e Saving and Unloading files

If you are unable to perform an operation, please re-read this chapter and then try the exercises
again.

1. Make sure you are in Text Entry Mode.
PressEsc until a list of function keys appears at the bottom of the screen.

2. Type the sentendglthough 38 year swithout a total eclipse over most of the
North American continent isquite unusual, in fact, 26 total solar eclipses
will occur during thisinterval..

Notice how the words wrap to the next line as you reach the right margin.

3. Correct any typographical errors during the entry of the sentence by using either
Backspace orDel.

Position the cursor on the "q" in "quite."
Pres€sc to enter Command Mode.

Select Layout Font Underscore Insert.

N o g s

Presgight arrow repeatedly to highlight the words "quite unusual." Then drd$s
The words are now underscored.

©

Position the cursor on the "2" in "26."

Select Layout Font Bold Insert.
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Pressright arrow repeatedly to highlight the words " 26 total solar eclipses." Then press
F10. The words are now boldfaced.

Move the cursor to the "N" in North American.
Select Layout Font Change
Pressright arrow repeatedly to highlight "North American." Press F10.

The Font Prompter appears. Make the font for this text standard 12pt italic by following
the next few steps.

Press F6 to display the Font Selector menu.
Pressdown arrow until the arrow pointsto the S| ant selection.
Pressright arrow to move the highlighter to I talics. Then press F10.

Y ou are returned to the Document Window, and the highlighted text is now a different
font. Depending on your monitor or display mode, your text may appear italicized, or may
be a different color.

Move the cursor onto the word North America and look at the FN: setting on the Status
Line. It should reflect the number of the new font.

Select Layout Ruler Edit Current.

The current ruler is displayed at the top of the screen with the cursor on it and the ruler
editing menu appearsin the Control Area.

Move the cursor to the point 2.5 inches from the left edge of the Document Window and
press|[ to set the new left margin.

You can usethe Pos: indicator on the Status Line to help you know how far you are from
the left edge of the Document Window.

Move the cursor to the point 5.5 inches from the left edge of the Document Window and
press ] to set the new right margin.

Move the cursor to the second position on the Ruler Line and type over the 1 with a 2.

Figure 3-4 shows what your new settings should look like.
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Figure 3-4. New ruler settings
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22. Assign anameto this ruler format by pressing F8 and entering a maximum of eight
characters. Press Enter.

Thisruler format can now be quickly and easily inserted anywhere elsein your document.
23. To complete editing the cursor, press F10.
24. Select File Save and enter aname for thisfile.
25. Select File Unload.

Before moving on to the next chapter, be certain that you understand underscoring and
boldfacing, changing the font of existing text, and formatting paragraphs.
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Chapter 4: Editing a Document

Often, after creating adocument, you discover you need to make changes to the document’stext
or format.

This chapter explains some of the basic tasks required to edit a document. Some of the topics
covered include:

¢ loading a document
e moving, copying, and deleting text
« finding and replacing character strings

e inserting hidden text into a document.

A practice exercise, designed to help you understand the information presented here, is
included at the end of this chapter. If you are unable to complete the exercise, please reread the chapter
and try again.

Loading aFile

You can redisplay a document previously saved and unloaded from memory with the File Load
command. When you select File Load, the prommter a fil enanme: appears. A prompter list of
all document files and textfiles in the current data directory are also displayed. Only files with the
extensions .doc and .txt are displayed in the prompter list. Type the name of the file you want to load, or
use the cursor keys to move the pointer to the desired filename, anéptess The file is then loaded
and displayed in the current window.

NOTE: If no file prompter appears when you execute File Load, you can turn on this feature
by specifyingYes at theDi spl ay of filenames for file pronpting: prompton the
Global Preferences menu. This menu is displayed by executing Tools Preferences Global.

If the file you want to load is not displayed in the prompter, you can search for it by pressing
F4, typing the filename in response to et er the fil e specificati on: promptand
pressingenter. Refer to the File Load command@hapter 9: ANGOSS Word Processor
Command Reference for a complete discussion of the command's capabilities.

ANGOSS Word Processor, 4 - 1



Chapter 4: Editing a Document

Deleting Text

Text can be deleted from a document in severa ways. The best method to use is dependent
upon the amount of text you need to delete and whether you want to store the deleted text in the delete
buffer. Text stored in the delete buffer can be inserted into the current document or a different document
by selecting the Edit Undelete command.

I'n addition to the various deletion methods available, Table 4-1 lists the Quick Keysthat can be
used to delete specific portions of text. When one of these keys is used to delete text, the text is stored in
the delete buffer.

Table 4-1
Quick Key Action
CtrlY Deletes aline of text
Ctrl P Deletes a paragraph of text
Ctrl W Deletes aword of text
Ctrl S Deletes a sentence of text
The BackspaceK ey

Backspace isused to delete the character to the | eft of the current cursor position. Text
deleted with Backspace is not stored in the delete buffer. This deletion method is ordinarily used
when atypographical mistake is made during text entry and only afew characters need to be deleted.

The Delete Key

Del is used to delete the character at the current cursor position. Text deleted thisway is not
stored in the delete buffer. To delete a single character, simply position the cursor on the character you
want to delete and press Del. The characters to the right of the deleted character shift Ieft one character.
To delete an entire word using this method, position the cursor on the first character in the word and
repeatedly press Del until all the characters are deleted.
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Edit Delete

Edit Delete isused to delete portions of text from the current document and store the deleted
text in the delete buffer. When you select Edit Delete, a block-marking menu is displayed in the Control
Area

The marking keys listed in the block-marking menu or cursor keys can be used to highlight the
block of text you want to delete. After marking the text to delete, press F10 or Enter to execute the
command. Refer to Marking Techniquesin Chapter 2 for a complete discussion of block-marking,
column-marking, and the displayed marking menu.

Edit Delete, stores the deleted text in the del ete buffer. The text remains in the delete buffer
until Edit Delete is executed again, the contents of the buffer are erased using Alt -, or you exit the Word
Processor. The contents of the delete buffer can beinserted in any active document by placing the cursor
in the desired location and executing Edit Undelete.

Copying and Moving Text
Copying and moving text is essential when you are creating or editing documents. These two
procedures are very similar, so they will be discussed together in this section.

Edit Copy makes a duplicate of marked text and inserts that duplicate in another location or
another document. Edit Move actually removes the marked text from its current location and placesit in
another location or another document. The following steps are required for a copy or a move.

STEP 1: Select Edit Copy to copy text or Edit Moveto movetext.

The block-marking menu then appearsin the control area. Figure 4-1 shows the block-marking
menu.
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Figure 4-1. Block-marking menu
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STEP 2: Mark the text you want to copy or move.

Y ou can use the block-marking keys to highlight specific areas of text (i.e. F6 to highlight a
sentence), press F4 to go into column-marking mode, or use cursor keysto highlight the
desired text. Press Enter or F10 to complete the marking process.

STEP 3: You arethen prompted to Move cursor to desired |ocation and
press Enter (B = Buffer, C = dipboard).

Use cursor keysto move to the desired location in the current document and then press Enter.
Thetext is then copied or moved to its new location.

Using Buffersor the Clipboard

If you want to copy or move the text to another document, or you aren’t sure where you want it
right now, you can place it in a copy buffer until you are ready to reinsert it. To move or copy text to the
buffer, mark the text as described previously, and press B at the prompt Move cursor to desired
| ocation and press Enter (B = Buffer, C = dipboard).Thetextwill remaininthe
buffer until you copy or move more text to the buffer, clear the buffer by pressing Alt -, or exit the Word
Processor. Note that the amount of text that may be placed in abuffer is limited by available memory and
available disk space.

Under Windows, you can also use the clipboard (available in version 2.6 or higher) to copy text
to another application. In this case, perform the same steps as the buffer copy but select th clipboard
instead.
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Inserting Text from the Buffer or Clipboard

There aretwo ways to insert text from the buffer into adocument. Y ou can use the Edit Copy or
Edit Move command or use the Quick Key Alt I.

Commands. Select Edit Copy or Edit Move. When the marking menu appears in the Control
Area, press B for Buffer or C for Clipboard. ANGOSS then recognizes the contents of the copy
buffer as the text you want moved or copied. Move the cursor to the new location and press
Enter. The buffer contents are inserted at the cursor position, and the document reforms, as
necessary, to compensate for the additional text.

Alt I. The contents of the buffer or clipboard can also beinserted at the current cursor location
by pressing Alt I. This method is particularly useful if you need to insert the contents more
than once into your document. Position the cursor at the first location you want to insert text
and press Alt |. Then move to the second location and press the repeat key F9. If no other
command has been executed since Alt | was pressed, the buffer text will again be inserted at
the cursor position. Y ou can continue moving the cursor and pressing F9 as often as needed. If
you execute other commands between insertions, you must use Alt | again.

Repeating a Copy or Move

There may be times you want to repeat the entire move or copy process you have just
completed. Asjust illustrated, the F9 key can be used to repeat the last command. F9 repeats the | ast
command exactly as ANGOSS recorded it. Therefore, the way you mark text and specify its location
makes a big difference if you want to use F9 effectively.

Marking Text

The text you want to copy or move can be marked using cursor keys or marking keys. See
Figure 4-2 for alist of the block-marking keys.

Figure 4-2. Block-marking Menu

Type: BLOCK F2 Anchor F4 Column Fé6 Sontence F8 Document F18 Finished
B Buffer F3 Restart FS MWord F? Paragraph F9 Line P Page R Remainder
Document: euvant Se:l Pg:1 Ln:6 Ps:11  FN:@ Font:8 Insert ON

Al g X 0
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When you use cursor keys, ANGOSS records a command such as.

Edit Copy point

If you press F9, Edit Copy will be executed, but the command will be interrupted and you will
be asked to mark the text you wish to copy.

If you use marker keysto specify text, the appropriate word becomes part of the command. For
example, if you select Edit Copy and then press F6 to highlight a sentence, the command is
recorded as:

Edit Copy sentence

If you press F9, Edit Copy will be executed, and the sentence at the current cursor position will
be copied.

Asyou can see, the second alternative is a more automatic process.

If you repeat a command that used column-marking instead of block-marking, you must use
cursor keys to specify how many columns are affected.

If you repeat a command that used buffered text as the source, the current buffer contents will
be used.

L ocation

If you repeat a copy or move in which you moved the cursor to the new location for the text,
you will be asked to do so again. If you repeat a copy or move that placed text in a buffer, the text will
again be placed in a buffer.

For example, if you execute Edit Move, press F7 to mark a paragraph and then move the cursor
to the new location, the following command is recorded.
Edit Move paragraph to point

If you move the cursor to a new location and press F9, Edit Move will be executed and the
current paragraph affected. Y ou will then be prompted to move the cursor to the new location
for the text. Y ou can move the cursor or press B for Buffer.
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Changing Case

ANGOSS Word Processor allows you to change the case of words or blocks of text without
retyping. You can put all marked text into lower case, upper case, or make it proper by making only the
first letter of each word in the marked text a capital.

Y ou can change the case of text by executing the Edit Edit-Case command. The optionsfor this
command are: Lower , Upper, Proper and | nver t . Selecting any of these options takes you into
marking mode. Highlight all the text you want the command to affect. Press F10 and the command is
executed. If you selected Lower , all text that was highlighted will now be lower case. If you selected
Upper , al text that was highlighted will now be upper case. If you selected Pr oper , the first letter of
each word in the highlighted text will now be capitalized and all other lettersin the word will be
lowercase. Invert will swap all lower case lettersto upper case and all upper case letters to lower casein
the selected block.

Sear ching Text

It is often necessary to search a document for a specific series of characters, called a string.
Document Find locates a text string. Edit Replace locates a text string and replaces it with an alternative
text string.

Finding Text Strings

After executing Document Find, you are prompted to enter the text string youwish to find. You
can enter up to 50 characters. A question mark (?) will match any character. For example, "move?' would
match "mover,” "moves,” and "moved.”

ANGOSS automatically inserts double quotation marks (") around the search string. If you
want to search for astring that has aleading or trailing space, include the space when you type the search
string.

Press Enter after typing in the search string. Y ou are then prompted to enter search options.
These options control how your document is searched for the specified string. Up to ten options can be
entered at the prompt. A list of available optionsis displayed at the bottom of the screen, as shown in
Figure 4-3.
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Figure 4-3. Document Find search options

United States or Canada.

Although 38 years without a total eclipse over alwost the entire
North American continent is quite unusual, in fact, 26 total

Enter search options ["F"]:

Forward Backward Global Ignore case Whole word Mark text

The following table gives an explanation of each search option:

Table 4-2
Option Action

F Search forward from the current cursor position to the end of the file

B Search backward from the current cursor position to the beginning of the
file
Ignore the case of the character string during the search.

w Search for whole words only

M Search an area of the document you mark

G Search from the beginning of the file, regardless of cursor position

These options can be combined to specify the scope of a search. Y ou can a so enter a number
after the search option character(s) to instruct ANGOSS to find a specific occurrence of the character
string.
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For example, FI9 instructs ANGOSS to search forward from the cursor for the ninth
occurrence of the string, ignoring its case. When the ninth occurrence is located, the cursor is positioned
at the beginning of the string and the search stops.

If the string is not found, the message Text " xxx" not found. isdisplayed.

Replacing Text Strings

Edit Replace locates atext string and replaces it with an alternative text string. This command
functions very much like Document Find. Y ou are prompted to enter a search string of up to 30
characters. Then you are prompted to enter atext string to replace the search string.

For example, if you enter blue as the search text and r ed as the replacement text, the word
blue in your document will be replaced by red. Whether this change affects the entire document or only
specific occurrences of blue depends on the search options you select.

After entering the replacement string, you are prompted to enter search options. The same
options listed in Table 4-2 apply to Edit Replace with a few exceptions.

Conditional Replaces

Edit Replace also provides a conditional replace option. The option C can be entered to instruct
ANGOSSto prompt Repl ace? (Enter = yes, space = no, F10 = quit) eachtimethe
character string is encountered. Press Enter to replace the string; press Spacebar to leave the string
intact; or press F10 to abort the Edit Replace command.

The global search option also performs differently with the Edit Replace command than with
Document Find. When GF is entered in areplace, the search starts at the beginning of the file and
proceeds forward, replacing every occurrence of the string with the replacement text. GB startsthe
search at the end of the file and proceeds backward, replacing every occurrence of the string with the
replacement text.

For both Document Find and Edit Replace, the search text and the options are stored in buffers,
becoming "default" values for subsequent uses of either command. To accept a displayed default value,
press Enter in response to the prompt. To change the value, enter the desired text or option.

Repeating a Search

Executing Document Find will take you to only one occurrence of the search string. To go on to
the next occurrence, press F9 to repeat the last command. If you have executed another command since
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Document Find, use Alt R to repeat the last search. When you press Alt R, ANGOSS repeats either the
last Document Find or the last Edit Replace command, whichever command was executed more recently.

Finding or Replacing Special Char acters

Y ou can also search documents for special characters such as tab characters or paragraph
marks. At the prompt Ent er sear ch text:, enter %T to find Tab marks or %P to find paragraph
marks. Since the percent sign has special meaning in search commands, you must enter two percent signs
(%%) if you ever want to search for a percent sign.

Edit Replace can a so be used to replace tab or paragraph marks with blank spaces. To replacea
sequence of tab characters with blank spaces, enter % T asthe search string and press Spacebar once
to specify the replacement string. Likewise, to replace a sequence of paragraph marks with blank spaces,
you would enter % P as the search string and press Spacebar once to specify the replacement string.

Inserting Markers

ANGOSS Word Processor enables you to set markersin your text by assigning names to
selected characters. Once a marker has been set, you can move directly to the marker by executing
Document Goto Marker, without knowing the exact section, page, or line location of the marked
character. This provides a quick and easy method of locating specific areas in adocument. Markers are
set by executing Document References Marker Add.

When you select Document References Marker Add, you are prompted to enter a name for the
character marker. A marker name must begin with aletter, can be a maximum of eight characters, and
must be unique for the current document. M arkers are not displayed on the screen and do not appear in
printed documents.

To scan the current document for markers, select Document References Marker View.
ANGOSS starts at the top of the document and scrolls forward through the document, stopping at each
occurrence of amarker. Every time amarker islocated, the marker’'s name is displayed in the Control
Area of the screen.

A marker can be removed by deleting the text associated with it or by executing Document
References Marker Remove and entering the name of the marker to remove.
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There are times you do not want to display or print confidential information in your document.
The Layout Hidden-Text command provides an easy way to accomplish this.

As an example, suppose you had created the document shown in Figure 4-4.

Figure 4-4. Example document

r~ Hindow 1
- PN R LR S U R DAY SO U S DI U IRV, JUN B
BRK4B88 STATUS REPORT

FROJECT» DUE DATEr » STRTUS

32A7266» October 1, 19880 20 day slippage

19C1280» Hovember 1, 1988» On schedule; phase 111

3242980R» Octoher 15, 1988 28 day slippage

S55Dguaae December 1, 1900» On schedule; phase i

12D68aAN December 1, 19880 Inactive; phase RED

32D7200» December 1, 1988» On schedule; phase II

19CRIAR» Houewber 1, 1988» On schedule; phase TIT

88R3300» January 1, 19890 Inactive; phase RHITE

0BA3TOBe January 1, 19990 Inactive; phaso WHITE
F1 Help F3 Find F5S Replace F? Zoom ¥9 Repeat
F2 Hext menu Fd Goto Fé Font Select F8 Execute FlO Quit
Document: report Se:1 Pg:1 Ln:108 Ps:4d FN: B Font: 8 Insert OM

Now, suppose you wanted to include the project and due date information in areport you were
presenting, but you did not want the status information to be printed. Using Layout Hidden-Text, you can
hide all the status information.

When you select Layout Hidden-Text Add, ANGOSS displays the block-marking menu in the
Control Area of the screen. Use cursor keys or marking menu keys to highlight the text you wish to hide.
Press F10 to complete the marking process.

Whether or not the text that you have marked to hide in your document is displayed depends on
the status of the Document Visible Hidden-Text command. If Document Visible Hidden-Text is toggled
on, the text you have marked to hide remains displayed in your document. If Document Visible Hidden-
Text istoggled off, the text will be hidden immediately.
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ANGOSS Word Processor surrounds any text you have marked to hide with hidden text marks.
Whether these marks are displayed or not is controlled by the Document Visible Marks Hidden-Text
command. If both Document Visible Marks Hidden-Text and Document Visible Hidden-Text are toggled

on, both the hidden text and the hidden text marks are displayed, as shown in Figure 4-5.
Figure 4-5. Hidden text and hidden text marks on.

— Window 1
- AP Y R PR TR N s I AR DU ST DI TUAD PRI RV I
BRK40@8 STATUS REPORT
FROJECT» DHE BATEPG » 1STATUS S
3247200» October 1, 19880 120 day slippaged
19C12a0» November 1, 19880 t0n schedule; phase 1114
32429008 October 15, 1988k 28 day slippaged
55DBeLA» Deconber 1, 1906» $0n schedule; phase 114
12D6863» December 1, 1988» tinactive; phase RED!
32D7280» December 1, 1988» tOn schedule; phase I14
19CR1 A% November 1, 19880 tOn schedule; phase I1T4
8843300 January 1, 1989 tInactive; phase WHITE$
BO0A3700» January 1, 1909 tlnactive; phase WHITE#$
F1 Help F3 Find F5 Replace F? Zoom ¥9 Repeat
F2 Hext menu F4 Goto Fé Font Select F8 Execute Fi@ Quit
Document: report Sc:1 Pg:1 Ln:1 Ps:25 FH: 0 Font:B Insert ON

If Document Visible Hidden-Text is toggled on and Document Visible Marks Hidden-Text is
toggled off, the hidden text is displayed but the hidden text marks are not, as shown in Figure 4-6.
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Figure 4-6. Hidden text on, hidden text marks off

— Window 1
CHNEN NN G IR T U I NIV UMD DAV DU IR S D SR B
BRK4B@8 STATUS REPORT
FPROJECT» DUE DATEN » STATUS
32A72600 October 1, 1988» 20 day slippage
19C12080» November 1, 1988» On schedule; phase III
3242980 October 15, 1968» 2@ day slippage
S5DULBBe Dacember 1, 19090» On schedule; phase Il
12D68BB» December 1, 1988» Inactive; phase RED
J2D7200e December 1, 19880 On schedule; phase 11
19CR 1AM Houvember 1, 1988» On schedule; phass III1
88433000 January 1, 19890 Inactive; phase WHITE
68A3700m January 1, 1949 Inactive; phase HHITE
Hidden Text marks are Invisible, press any key
Document: report Sc:1 Pg:1 Ln:1 Ps:2S FN: O Font:B Insert OM

If Document Visible Hidden-Text is toggled off and Document Visible Marks Hidden-Text is
toggled on, the hidden text is not displayed and the hidden text marks are combined into asingle mark to
show the position of the hidden text, as shown in Figure 4-7.

If Document Visible Hidden-Text and Document Visible Marks Hidden-Text are both toggled
off, neither the hidden text nor the hidden text marks are displayed, as shown in Figure 4-8.

To temporarily redisplay hidden text, toggle on Document Visible Hidden-Text. To removethe
hidden text marks from your document, thereby permanently displaying the hidden text, execute the
Layout Hidden-Text Remove command for each area of hidden text that you want to permanently
display. Alternatively, you can use Del to delete the hidden text marks.
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Figure 4-7. Hidden text off, hidden text marks on

I_ Hindow 1
E....[....P...Ai.“.b..A.:....P...Al..A.V....I....P....l....S.A..]..._7.,~.=”
BRK4AAB STATUS REPORT

FROJECT» DUE DATEV » b3
32A7200» October 1, 1988) t
19C1208» November 1, 19880 ¢
3242906 October 15, 1988» $
55DbB8Bar Decenber 1, 1988» 3
1248000 Decombor 1, 1988» E
32D7264» December 1, 1988» t
19C81080r November 1, 1988» ¢
88A33UU» January 1, 1989p k4
88A3706» January 1, 1989 E 2

Hidden text is invisible, press any key

Document: report Sc:1 Pg:1 Ln:1 Ps:25 FN:0@ Font:0 Insert ON

Figure 4-8. Hidden text and hidden text marks off

"_ Hindow 1
I;....[....P....:....P....:....V....I....)....I....P...,l....6....]....7..4.:..
BRK48BO@ STATUS REPORT

FROJECTP DME BATEN »
32472000 October 1, 19880
19cC1280r Novewmber 1, 19B88»
3242900 Oc tober 15, 19RRK
55DBoeGr December 1, 17000
12DG86O» December 1, 1988»
3207200 Decenber 1, 1988»
19CR1AA» MHovewbear 1, 1988»
884A3300» January 1, 1989
8043700 January 1, 1989

Hidden Text marks are invisible, press any key

Document: report Sec:l Pg:1 Ln:1 Ps:25 FH:8 Font:@ Insert ON
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I nserting K eeps

ANGOSS' keep feature allows you to mark certain groups of text to be kept together on the
same page. For example, suppose that you incorporated atable of projects and due datesinto areport and
it was preceded and followed by paragraphs of text. To ensure that the table’s heading and contents
remain together on the same page, you can designate the table as a keep area.

Position the cursor on the table heading and select Layout Keep Insert. ANGOSS then enters
line-marking and a marking menu is displayed in the Control Area of the screen. Pressdown arrow
repeatedly until the table’s heading and contents are highlighted. Then pressF10 or Enter. Keep marks,
as shown in Figure 4-9, are inserted at position O (the far left of the display screen) on the lines above and
below the table. Keep marks are only displayed in your document if the Document Visible Marks Keep
command is toggled on.

Figure 4-9. Keep marks

— Hindow 1
[* N SRS CE T IR AU P O PO S PR ST R TS A S N
I
BRK4098 STATUS REPORT

FROJECT» DUE DATE» » STATUS

J2R7200» October 1, 19880 28 day slippage

19C120AR» Nouember 1, 1988% On schedule; phase TII

32/29000 October 15, 1980» 20 day slippage

55 DUa8» December 1, 1988» On schedule; phase II

12068600 Deceuber 1, 1988» Inactive; phase RED

32D72A00 December 1, 1988»  On scheduls; phase I

19C8100» November f, 1988» On schedule; phase III

66A3360 January 1, 1909» Inactive; phase HHITE

88437000 January 1, 19690 Inactive; phase WHITE
"
il
FL Help F3 ¥Find F3 Replace F7 Zoom F3 Repeat
F2 Next menu Fd4 Goto Fé Font Select F8 Execute FiB Quit
Document: report Sc:l Pg:1 Ln:2 Ps:25 FN:Q Font:8 Insert ON

Once an area has been designated as a keep area and surrounded by keep marks, the text
contained in the keep areais kept together. In addition, if you add text to a keep area, the keep areais
expanded to compensate for the additiona text.
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Hard page breaks or section breaks may not be inserted in a keep area unless they are inserted

as part of ablock of invisible hidden text. Refer to Hard Page Breaksin Chapter 3 for explicit
information on the effects on keep areas when hidden text containing hard page breaks or section breaks
ismade visible.

To remove keep marks and eliminate a keep area, position the cursor anywhere within the keep

area and execute Layout Keep Remove.

Practice Session

again.

Perform the following fundamenta exercisesin the order presented to learn about:

Loading a document

Storing deleted text in the delete buffer

Performing basic copy operations

Storing copied text in the copy buffer

Replacing a character string with an alternative character string

Hiding specified text in a document

If you are unable to perform an operation, please re-read this chapter and then try the exercises

Enter Command Mode.
Select File Load.

Use the cursor keys to move arrow to the file you saved in the Chapter 3 practice exercise
and pres&nter.

Position the cursor on the "A" in "Although" and select Edit Delete.
Highlight the words "Although 38 years" and pré4<.

Pres$=2 repeatedly until the contents of the delete buffer are displayed in the Control
Area of the screen as illustrated in Figure 4-10
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Figure4-10
I— Window 1
];....!....b....:,...b....[..”}...,5....?.,.,!..,.D..,.],...G....!....'T,...'..,
%
without a total eclipse over
most of the Nortkh American
continent is quite unusual, in
fact, 26 total solar eclipses
will eccur during this
interval . ¥
L4
Copied: [1] Deleted: [Although 38 yearsl
Document: eclipse Sc:il Pg:1 Ln:3 Ps:25 FH:8 Font:0 Insert ON

7. Position the cursor on the blank space preceding the "w" in "without." Press ESC to return
to Command Mode.

8. Select Edit Undelete.
The text stored in the Delete Buffer is now inserted at the current cursor position.
9. Position the cursor on the "A" in "Although" and select Edit Copy.
10. Usethe cursor keys or the marking keys to highlight the entire sentence. Press F10.
11. Enter B in response to the destination prompt to copy the sentence to the copy buffer.

12. Press F2 to until the contents of the copy buffer isdisplayed in the Control Area of the
screen asillustrated in Figure 4-11
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Figure4-11

rruindnu 1 S
@...,I....}.A.,l..ub....[....5“,.1....}....!....P....],,..6,...l....'?‘...!..

q

Al though 18 years without a

total eclipse over most of the

Nerth American continent is

quite unusual, in fact, 26

total solar eclipses will

occur during this interval.®

L

Copied: [Although 38 years withol Deleted: [Al though 38 years}

Pocument: eclipse Sc:l Pg:l Ln:3 Ps:25 TH.0 Font:8 Insert ON
Enter text Into current document.

13.

14.

15.
16.
17.
18.
19.

20.
21.

Position the cursor at the end of the document; press Alt | to insert the copy buffer
contents at the current cursor position.

Move the cursor at the end of the document and press F9 to repeat the insertion of the
buffer contents into the document.

Press ESc to enter Command Mode.

Position the cursor at the beginning of the document, and select Edit Replace.

Enter interval asthe search string.

Enter time as the replacement string.

Enter GB as the search options.

Watch as each occurrence of the search string is replaced.

Position the cursor at the beginning of the document and select Layout Hidden-Text Add.
Highlight the word "Although." Then press F10.
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22. Select Document Visible Hidden-Text to toggle off hidden text in your document.
The word should disappear and be replaced by hidden text marks.

23. Select Document Visible Marks Hidden-Text to toggle off hidden text marksin your
document.

24. Select Document Visible Hidden-Text again to redisplay the hidden text in the document.
25. Save and Unload thefile for future use.

Before moving on to the next chapter, be certain that you understand loading a document;
copying, deleting and inserting text; searching and replacing text; and using hidden text.
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Chapter 5: Managing Documents

This chapter explains some of the Word Processor features that allow you to manage
documents more efficiently and with greater protection. Topics covered include how to increase
productivity using multiple windows and multiple documents; spell checking and thesaurus utilities; and
document protection features.

Multiple Windows, M ultiple Documents

A powerful feature of the Word Processor is the ability to section the Document Window into
multiple windows. A maximum of 50 windows can be simultaneously displayed; however, it is highly
unlikely that you would ever need that many windows.

The ability to display multiple windows is useful in many situations. For example, several
different parts of along document can be view simultaneoudly by placing each part in adifferent window.
Or, if you want to view or edit several different documents concurrently, you can display a different
document in each window.

Splitting Windows

To divide the current Document Window into two smaller windows, select Window Split. You
must then specify whether you want to create a Footnote Window or divide the Document Window
horizontally or vertically.

Footnote Windows

Window Split Footnote is used to display footnote text. When you select this command,
ANGOSS prompts you to enter the row number on which you want the Footnote Window to begin. If you
enter arow number too close to the top or bottom of the Document Window, ANGOSS displays the
message Mar ked area is too small to split. Figure5-1 showsthe Document Window
split to display the footnote window.
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Figure 5-1. Footnote window

— Hindow 1

"M AR SUTTR U DI DUTPIY SO PN T PN SO DI SR RS DU P
PROJECT» DUE BATEr » STATUS
32a7200r Octoker 1, 1988» 28 day slippage
19C1200» November 1, 1980» On schedule; phase [11}
32A42960» Ocivber 15, 1988 28 day slippage
25D086ar December 1, 1988  On schedule; phase II
12D6803» December 1, 19B88» Inactive; phase RED
3207200 Decewber 1, 1988%  On schadule; phase IT
19Co100» November 1, 1900» On schedule; phase III
88a3300» January 1, 19390 Inactive; phase WHITE
88A37060» January 1, 1989» Inactive; phase HWHITE

Footnotes —-—-—mm oo o

Fi Help ¥3 Find F5 Replace
F2 Next menu F4 Goto F6 Font Select
Document: report Sc:i Pg:t Ln:5 Ps:5

F? Zoom F9 Repeat
F8 Execute F18 Quit
FN:BB Font:B Insert ON

Footnote text appears in the Footnote Window only when the text currently being displayed in
contains no footnote references, the
Footnote Window remains blank. Figure 5-2, illustrates a footnote reference in the document and the

the Document Window contains a footnote reference. If the text

corresponding footnote text in the Foothote Window.

Unlike other split windows, you cannot use the Document Goto command to "enter" a Footnote
Window. To edit the text of afootnote, you must execute Document References Footnote M odify.

For an explanation of how to create footnotes in your document, refer to Using Footnotesin

Chapter 7.
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Figure 5-2. Displaying afootnote

i~ Hindow 1
(2NN QRN ST PN SO U N PN S DU S DR S B S B
]
BRK408@8 STAYUS REPORT!
ERGIEC DUE DATEr » STATUS
32472000 October 1, 19880 20 day slippage
19C1200» November 1, 1988 On schedule; phase 111
32A29680» October 15, 1988» 28 day slippage
55DB0B0 December 1, 1988  On schedule; phase 11
Footnotes —-----ommm o
!Hrottinger-Kothman-Xing 44M8; Contract H88-5-26C;
Conforn ta Spec. RPD85-8738-4460

Fi1 Help F3 Find F5 Replace F? Zaom F9 Repeat
F2 Next menu F4 Goto F6 Font Select F8 Execute F18 Quit
Document: report Sc:1 Pg:1 Ln:S Ps:S FN: OB Font:@ Insert ON

Horizontal Splits

Window Split Horizontal is used to horizontally divide the current window into two smaller
windows. Y ou are prompted to specify the row number where you want the window to be split. Y ou can
typein aline number, or move the cursor to the split position. Figure 5-3 shows two windows created by
executing Window Split Horizontal. The original window is Window #1 and the new window is Window
#2. ANGOSS automatically assigns sequential numbers to the windows as they are created.
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Figure 5-3. Horizontally split windows

— Window 1 —
[* IS AN SR TR T P Y IR DAV SO PN ST TN - TAFND Y SRR B
FROJECTE> DHE BATE» » STATUS
J2A720a8 October 1, 19884 28 day siippage
19C1299 Nouewbey 1, 1900» On schedisla; phase [11
324290808r Octuber 15, 1988% 28 day slippage
29DB6L0» Devember 1, 1988>» & schedule; phase 11
1216843 Decombor 1, 1988 Inactive; yphase RED
— Hindow 2 ——— —
[ RS R SR P U PO U DY I DU I VY S N
3207208 December 1, 1988»  On schedule; phase II
19CR1AA» Novewber 1, {9880 On schedule; phase TT1
8843300y January 1, 19890 Inactive; phase KHITE
BRI January 1, 19090 Inactive; phase WHITE
il
F1 Help ¥3 Find 5 Replace ! Zeom 9 Repeat
F2 Noxt menu T4 Goto F& Font Select F8 Execute F16 Quit
Document: reyport Se:l Pg:l In:9 Ps:5 FH:8 Font:Q Insert ON

In Figure 5-3, the Window Border and Document Visible Rulers Main commands are toggled
on in both windows. When window borders are toggled off, the Window Identifier number also
disappears. If Window Borders are toggled off, it can become very hard to keep track of which window

you areworking in.

Vertical Splits

Window Split Vertical isused to vertically divide the current window into two smaller
windows. Y ou are prompted to specify the column number where you want the window to be split. You
can type in the column number, or move the cursor to the split location. Figure 5-4 shows two windows

created by executing Window Split Vertical.
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Figure 5-4. Verticaly split windows

™ Window 1 -=—=——rm———r =g
a....0,..». b
BRK
PFHOJECT» DUE DAY
J2R7206» Oc tcher
19C1248» Novewbe
3282968 Octaber
5500636 Decewbe
12N60RHY Decenbe
32072008 Decembe
1908186y Novawube
LEEREI g January
BHAJ U January
¥1 Haelp F3 Find
F2 Hext menu F4 Goto
Document: report Sc:l Pg:

— Window 2
[2 AP S T DN VI DR SR PR R DO
BRK4990 STATUS REPORT!
PHCJECTY DUE RATEr » STATUS
32872000 October i, 1988» 28 day sl
19C1260» November 1, 1988»  On schedu
32429000 October 15, 1988p 28 day sl
550880608y December 1, 19830 On schedu
1206080 December 1, 19G0R Inactive;
3207200 December 1, 16880 On schedu
19C81du» Movember 1, 1984» On schedu
88A 3340» January 1, 1989» Inactive;
BBA 3 UY» January 1, 1Y89»r Inactive;
F5 Replace ¥? Zoom F9 Repeat
F6 Font Select FO Execute ¥1a Quit
1 Ln:9 Ps:5 FN: 8 Font:B Ingert OH

Moving Between Windows

To moveto adifferent window, select Document Goto Window, type in awindow number, and
press Enter. The cursor is moved to the indicated window, making it the "current” window. When the

document border istoggled on in multiple

windows, the current window (the window containing the

cursor), displays a double-line border while al other windows display a single-line border.

Using the Mouse to Split and Select Windows

Switching to a split window can be accomplished by clicking the left mouse button anywherein
that window. To split windows, after selecting the appropriate WINDOW SPLIT option, you can either
single click anywhere in the window and then click on the prompt or just double click.
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L oading M ultiple Documents

When you split awindow, any document or textfile that was displayed in the first window is
also displayed in the second window. Once move to the desired window, you can display a different
document in the window by selecting File Load and specifying the document you want to load. The
document is then loaded into the current window, while al other windows remain unaffected.

The Status Line, located at the bottom of the screen, displaysinformation (i.e., document name;
section, page, line, and position locations; and fonts) for the current document. If you have different
documents loaded in Windows 1 and 2, Status Line information will change as you move from one
document to the other.

Y ou can toggle between active documents in the current window by pressing Ctrl D.

Zooming Windows

Window Zoom is used to expand the current split window to the full size of the screen. After a
window has been zoomed, you can still execute Document Goto Window to display another window; it
will aso bedisplayed in full size. Window Zoom is atoggle command. To return an enlarged window to
its original size, execute Window Zoom again.

Move and Copy Between Windows

Another benefit of using multiple windows is that you can easily move and copy text between
the windows. Text that is moved or copied from the current window to the copy buffer can later be moved
or copied from the buffer to a document in a different window. The following steps explain this
procedure.

STEP 1: Select Edit Copy or Edit Move.

STEP 2: Highlight the text you wish to copy or move.

STEP 3: Press B to movethetext to the buffer.

STEP 4: Go to thewindow containing the document where you want to insert the text.

STEP 5: Movethe cursor to whereyou want thetext inserted, and press Alt I.
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Closing Windows

Window Closeis used to "unsplit" the current window. Select Footnote to close a footnote
window. The Document Window will then expand to its original size. Select Doc-Window to unsplit a
vertically or horizontally split Document Window.

Document Windows

When you no longer need awindow you have created, you can remove by making it the current
window (using Document Goto if required) and executing the Window Close Doc-Window command.
That window will be removed from your screen and one or more of the remaining windows will expand
to fill the space. Document windows do not have to be closed in the order in which they were created.

Closing a Document Window does not unload from memory the document it displayed. The
document remains an active document until you unload it. It can be redisplayed in another window by
executing the Document Goto Document command.

Cutting and Pasting Text

There may be times when you want to insert text from one ANGOSS document into several
other ANGOSS documents. The File Import and File Export commands allow you to do this easily.

Another method of copying text from one document to another isto export it from one
document and import it into another.

File Export allows you to save any part of a document to the disk under a new filename. The
original document isunchanged, and now the text in the new fileis available to be inserted in any other
document.

STEP 1: Movethecursor to the beginning of the text you wish to export.

STEP 2: Execute File Export.

STEP 3: Usecursor keysor marking menu keysto highlight the text you want to export.
Then press F10.

STEP 4: Enter a namefor the new file that will contain the exported text.

File Import can be used to insert the exported text in any other document.
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STEP 1: Position the cursor at thelocation in the current document where you want to
insert the text.

STEP 2: Select File Import
STEP 3: Specify the name of thefile containing the text you want. A copy of thetext is
then read into your current document at the cursor position.

Y ou can repeat this el ectronic cut-and-paste procedure as many times as you want.

I mporting and Exporting from the Clipboard

Information can be imported and exported between Windows applications and the ANGOSS
Word Processor through the Windows Clipboard. Specifically, the COPY and M OV E commands provide
access to the Clipboard when ANGOSS is executed as a DOS application under Windows.

Importing

To import from the Windows Clipboard, execute either COPY or MOVE on the EDIT
command list in the Word Processor (at this point, you have the option to block mark material in the
document, copy the contents of the Buffer, or import data from the Windows Clipboard). Select the
C=Clipboard command, then position the cursor at the appropriate |ocation within the document and
press Enter (mouse users can click on the ENTER prompt). If the import does not seem to work, check
to see that there is datain the Clipboard.

Exporting

To export datato the Clipboard, execute either COPY or MOVE on the EDIT command list in
the Word Processor. Block mark the desired text (do not choose the Clipboard option here) and select
F10. This presents a destination prompt; select the C=Clipboard option now.

Note: Any information previously stored in the Clipboard will be overwritten.

Spell Checking and Thesaurus

ANGOSS provides an on-line thesaurus to help you find the perfect words to make your
document more effective. The thesaurus contains 61,000 root words and 600,000 synonyms. Once you
have completed the composition of your document, the on-line spell checker can ensure that the words
are spelled correctly. The dictionary contains 66,000 root words and 140,000 word forms.
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Using the Spell Checker

Y ou can use the spell checker by selecting Document Dictionary Spellcheck. An entire
document, or any portion of it, can be checked for spelling errors. During the check, each word in the
document is compared with the words in the dictionary and potential errors are flagged.

When you select Document Dictionary Spellcheck, you must specify whether you want the
results of the spell check to be written to afile or to the screen. A check written to afile proceeds quickly
and without interruption; a check to the screen allows you to interact with ANGOSS during the checking
process.

Resultsto File
The following steps provide you a quick, unattended spell check on a document.

STEP 1: Select Document Dictionary Spellcheck File.

STEP 2: Highlight the portion of the document you wish to spell check. Use of the menu
marking keys makes thisjob easier (i.e. press F8 to highlight the entire document.) Then
press F10.

STEP 3: Enter a namefor thefile that will contain the spell check results.

No file extension is attached to thisfile. To place theresultsin afilein the current directory,
just enter the filename. To place thisfilein another directory, enter the entire path specification.
Press Enter to execute the command and begin the spelling check.

ANGOSS rapidly surveys the portion of the text you marked and writes the results to thefile.

Y ou can display the results of the spelling check by selecting File Load and entering the
filename you assigned to the file. An example of a spelling check file is shown in Figure 5-5.
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Figure 5-5. Spell check file

Hindow 1 =
[P Y U DN SR TR UG BN S DU DO UMY S Y T O RS TS Y O JO S
s1.1.1.24 BRK4660

SPELL CHECK SUMMARY

Number of words checked: 74
Number of wmisspellings: 1

*

Each line of the file lists the section, page, line, column number, and misspelled or
unrecognized word, enabling you to quickly locate the errors in the text of your document. At the end of
the file, a Spell Check Summary lists the number of words checked and the number of misspellings
encountered.

Interactive Spell Checking
The following steps provide an interactive spelling check.

STEP 1: Select Document Dictionary Spellcheck Screen.

STEP 2: Highlight the portion of the document you wish to spell check. Use of the menu
marking keys makes thisjob easier (i.e. press F8 to highlight the entire document.) Then
press F10.

STEP 3: Thespell check begins. You can abandon the spell check at any time by pressing
Esc.

When a potential error is encountered, the checking process is temporarily halted. The suspect
word is highlighted and the reason for the check is displayed in the Control Area. Reasons aword might
be suspect include the double occurrence of aword or the occurrence of aword that is not contained in
the dictionary being used.

A prompter listing suggested spellings for the highlighted word appears on the screen. Y ou can
replace the highlighted word with one of the words in the prompter by moving the pointer to the word and
pressing Enter. If no aternative words are available, ANGOSS displays the message Wr d
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m sspel | ed. No suggested spel lings. Figure5-6 showsaprompter containing suggested
spellings for the misspelled word "tomorrow."

NOTE: If no prompter of suggested spellings appears, you can enabl e this feature by
executing Tools Preferences Wordprocessor and specifying Y esat the Cor r ecti on | nf or mati on:
item. If you do not wish to enable this feature, you can still obtain spelling alternatives by pressing F8

each time a misspelled word is encountered.

Table 5-1 lists the keys that are available to you during an interactive spell check.

Figure 5-6. Suggested spellings

Hindow 1
E[ublblbl>lhlé' 7.

9
Althaugh 38 years without a total eclipse over alMmost the entire
North American continent is quite unusual, in fact, 26 total solar
eclipses will occur during thic interval. MHowever, none can bLe
viewud from the Ulnited States or Canada. To date, 8 of the 26
eclipses have already vccurred. 1 have included a mapped chart of
the total solar eclipses that will occur between now and August 21,
20817. (1 have just learned that this chart is unavailable ta send
to you until [IRTITM. 1 will forward it to you then.) As you can
see, the total eclips on July 11, 1991, will be visible from many
locations In Mexico. Perhaps pou can plan a trlp to witness this
spertacular event. 9

|

Again, thank you for your letter, Mr. Johnson. He are always happy
to share our information with vther lovers of Lhis phenomenon of
nature.d

|I =% tomorrow tomorrows

Enter replacement text:

Hord misspelled.

F2 Replace all F3 Ignore F4 Ignore all F5 Custom F6 Delete

F? Fdit word Hords: 179 Corrertions: A
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Table5-1

F2 Replaces all occurrences of the currently highlighted word. If you typein a
replacement it will be used, if not, the word the prompter arrow is pointing to
will be used as the replacement

F3 Ignores this occurrence of the word

F4 Ignores all occurrences of the word throughout the document

F5 Adds the word to a custom dictionary

F6 Deletes the word from the document

F7 Places a copy of the word in the Control Areaand allows you to edit it. Press
Enter and the edited word is placed in the document

IMPORTANT: If you use F2 to replace al occurrences of the misspelled word, the
replacements are done as they are encountered. If the spelling check is aborted, any occurrences not yet
encountered are not corrected.

ThelgnoreAll Buffer

Every timeyou press F4 to tell ANGOSS to ignore all future occurrence of aword, that word is
placed in abuffer. The buffer is retained even after spell checking is completed. The buffer is
automatically cleared only when you exit the Word Processor, spell check a different document, or
disable the Spell Checker. If you spell check along document repeatedly, without leaving the Word
Processor or spell checking another document, it is possible to overfill the buffer.

An error message will be generated if you try to enter another word in afull buffer. Between
spell checking sessions, you can clear this buffer by executing Alt F9.

Spell Check Summary

Asthe spell check proceeds, ANGOSS monitors its progress on the bottom line of the screen.
The number of words examined and the number of corrections that have been made to the document are
shown. When the spelling check is completed, a Spell Check Summary is displayed, as shown in Figure
5-7. The total number of words that were checked, the number of corrections that were made, and the
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number of words that were added to custom dictionaries during the spelling check are listed in the

Summary.

Figure 5-7. Spell check summary

Sincerely,q "

SPLLL CHECK SUMMARY l

Number of words checked: 24
Number of corrections made: 1
Humber of words added to custom dictionaries: 8

Press any key to continue.

Document:

letter Sc:l Pg:1 In:4d  Ps:5 FN:8 Font:@ Insert ON

Spell Check Quick Keys
The following Quick Keys allow you to quickly perform interactive spell checks on specific

parts of your document.
Table5-2

Alt F2

Executes Document Dictionary command. Y ou must then specify whether you
want to delete a custom dictionary file, hyphenate a document, spell check a
document, or use the thesaurus

Alt F3

Spell checks the current word

Alt F5

Spell checks the remainder of the document, from the cursor to the end of the
file

Alt F6

Spell checks the entire document from beginning to end
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Custom Dictionaries

Y ou can create your own dictionaries, called custom dictionaries. Jargon, product names, or
other wordsthat are unique to your industry or application can be put in a custom dictionary. In this way,
they are not always interpreted as potential errors. Y ou can add aword to acustom dictionary by pressing
F5 when the word is highlighted during a spell check. Y ou are then prompted to enter the name of a
dictionary to placeit in. If you enter a dictionary name ANGOSS does not recognize, it will ask if you
wish to create the dictionary. Custom dictionaries are assigned the extension .udc.

Asyou create new custom dictionaries, the names are automatically added to the list of custom
dictionaries on the Document-Options menus. These menus are accessed with Layout Document-Option
Current-Document or Layout Document-Options New-Document.

The custom dictionarieslisted on the Current Document Options menu will be used to spell
check the current document. Custom dictionaries listed on the New Document Options menu will be
defaults available to all newly created documents. To remove a custom dictionary from either list, place
the pointer in front of the dictionary you wish to delete, and press F3. To add a dictionary to thellist, type
in the dictionary name. A maximum of five custom dictionaries can be attached to each document.

To delete acustom dictionary completely, select Document Dictionary Erase. Specify the name
of the dictionary you wish to delete.

IMPORTANT: If ANGOSSisbeing run on anetwork, custom dictionaries should be copied
to each users persona directory. When a user presses F5 during a spellcheck to add aword to a custom
dictionary, the entire path and name of the dictionary should be entered at the prompt for dictionary
name. If the path is not specified, the custom dictionary will be created in the current data directory.
Dictionaries can be searched by two users at the same time, but two users cannot write to the file at the
same time. Words are only added to the custom dictionary file when the document is unloaded.

Using the Thesaurus

The thesaurus is used to obtain alternative words or phrases for existing words in your
document. The following steps explain how to use the thesaurus.

STEP 1: Select Document Dictionary Thesaur us.
STEP 2: Movethecursor to theword you want to look up. Press Enter.

Thethesaurusisbased on root words. I f you select aword that isa derivative of another
word, ANGOSS displays a prompter list of possibleroot words.

STEP 3: If theroot word prompter appears, move the pointer to theroot word that is
most appropriate for theword you are researching and press Enter.
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After choosing aroot word, or if the word is not a derivative of another word, alist of possible
meanings for the word you are researching appears. Figure 5-8 shows the meanings displayed after
marking the word "sequence.”

From this "meanings" list, you can find synonyms, antonyms and additional meanings for the
word you have marked. Table 5-3 lists quick keys that initiate actions from the "meanings’ menu. Move
the pointer to the meaning you are interested in researching before pressing the quick keys.

Figure 5-8. Meanings for the word sequence.

— Window 1
States or Canada,

Al though 38 years without a total eclipse over almost the entire
North American continent is quite unusual, in fact, 26 total seolar
eclipses will occur during this interval. However, none can be
viewed from the United States or Canada. To date, 8 of the 26
eclipses have already occurred. I have included a mapped chart of
the total solar eclipses that will accur between now and August 21,
2017. Notice frow the JTUIIIY] of dates, that the total eclipse on
July 11, 1991, will be visible frow many locations in Mexico.
Perhaps you can pian a trip to wltness this spectacular event.

Again, thank you for your letter, Nr. Johnson. He are always happy
to share our information with other lovers of this phenomenon of
nature.

Meanings LI,
|'=} succession result series "

Enter replacement text:
Meanings for “sequence® Part of Spcech: noun
F2 Ulew synonywus F3 Replace F4 Thesaurus F5 Antonyms Fé Original word
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Table 5-3. Thesaurus Quick Keys

Enter

Moves the word at the pointer to the command line and allows you to edit it.
Thisishepful if the word needs minor changes, such as changing it from
singular to plura. After editing the word, press Enter again and the word is
placed in your document

F2

Displays alist of synonyms for the word at the pointer. Once any other list is
displayed, you can press F2 to return to the meanings list

F3

Replaces the word in your document with the word at the pointer

F4

Displays an additional meaningslist for the word at the pointer

F5

Displays alist of antonyms for the word at the pointer

F6

Returnsto the original "meanings” screen. Thisis particularly hel pful since you
can go severa levels deep, exploring meanings, synonyms or antonyms of
various word

Figure 5-9illustrates a list of synonyms for the meaning series.
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Figure 5-9. Listing of synonyms

— Window 1

PN GO CETTE TR L AT PO JON SUI UUR FU S DI SRR DL T SR T
States or Canada.

Although 38 years without a total eclipse over almost the entire
North American continent is quite unusual, in fact, 26 total solar
wclipses will occur during this intecrval. However, none can be
viewed from the United States or Canada. To date, B of the 26
eclipses have already accurred. I have included a mapped chart of
the total solar eclipses that will occur between now and August 21,
2017. Motice from the m of dates, that the total eclipse on
July 11, 1991, will be visible from many locations in Mexico.
Perhaps you can plan a trip to witness this spectacular event.

fgain, thank you for your letter, Nr. Johnson. We are always happy
to share our information with othar lovers of this phenomenon of

nalure.
™ Synonyms
—>b arvangewent array chaln classification
distribution order rlacement string

Enter replacement text: _
Synonyms for “sequence” meaning “series” Part of Spaech: noun
F2 Return to meanings F3 Replace F4 Thesaurus Fé Orlglnal word

Protecting Documents

There may be times when you do not want anyone el se to be able to read or print your
documents. Or, you may have documents that others need to use, but you want to ensure that changes
cannot be made to the text or format of the documents. ANGOSS Word Processor provides two different
methods to achieve the level of document protection you desire; password protection, and document
locking.

IMPORTANT: Both password protection and document locking offer a convenient way to
protect your filesin most cases. However, there are ways that changes can be made to protected files. The
only way to completely secure adocument it to make the file Read-only with the ATTRIB command at
the DOS level.
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Password Protection

File Password is used to completely restrict access to a document. When someone attempts to
load, print or otherwise access a document, they are prompted to enter the password. Only after the
proper password is entered, can they gain access to the document.

To give afile password protection, execute File Password Attach. Y ou are then prompted to
enter a password. A maximum of 16 characters, consisting of any combination of |etters and numbers can
be entered as a document password. Y ou are prompted to enter the password a second time to verify it.

Once you have attached a password to adocument, you must save the document, using the File
Save command, to complete password protection on the file. The password is then saved with the
document file and ANGOSS prompts for the password whenever an attempt is made to load, import, or
print the document.

Passwords are case senditive. If you attach a password to a document, you must remember not
only the password, but a so the combination of upper case or lower case letters used. If you forget the
password, there isno way to recover thefilel

Password protection isnot available for textfiles. If you change a password protected document
fileto atextfile (with the File File-Type command), the textfileis not protected. Hence, if thefileis saved
in textfile format, restriction to thefileis lost. However, if the text file is converted back to a document
file before you unload it from memory, the password is saved with the document. When new files are
created from a password protected file using the File Export or Document Send command, the new files
are not password protected.

Password protection can be removed from a document file by executing Password Remove.
Once you have removed the password, you must save the document to eliminate password protection in
thefile.

Document L ocking

Document Lock is used to protect a document from permanent, unauthorized modifications.
L ocking a document does not prevent others from loading, editing, printing or merging the document.
However, if modifications are made to the document, the changes cannot be saved, printed, or merged.
Therefore, when you unload a modified, locked document, all the changes you have made to the
document are permanently lost. In addition, the File Newname command and the Document Auto-Save
feature are not available for locked documents.

When Document Lock is selected, ANGOSS prompts you to enter a password. A maximum of
16 characters, consisting of any combination of letters and numbers can be entered. Passwords are case
sensitive.
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Once you've assigned a password to the document you want to lock, you must unload the file
before the lock takes effect. If you just save thefile, it islocked against anyone else who loadsiit, but you
can still make changestoit. Only after it is unloaded is the document truly locked. The next person who
loads the file will receive the message: Not e:  Docunent | ocked: changes cannot be
saved or printed..

L ock protection can be removed from adocument by sel ecting the Document Unlock command
and entering the lock password.

Practice Session

Perform the following fundamenta exercisesin the order presented to learn about using
multiple windows and protecting your documents. Y ou will learn how to:

e Split windows

*  Move between windows

e Zoom windows

¢ Close windows

e Attach and remove a document password
e Lock and unlock a document

¢ Use the Spellchecker and Thesaurus

If you are unable to perform an operation, please re-read this chapter and then try the exercises

again.
1. Enter Command Mode.
2. Select File Load and load the file you have used in Practice Exercises 3 and 4.
3. Select Window Split Horizontal to split the Document Window into two windows.

Enterl4 as the row number where you want the Document Window to be split and press

Enter.

5. Enter Document Goto Window 2 and pré&sster to make Window 2 the current
window.
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10.

11.

12.

13.

14.
15.
16.

17.

18.

19.
20.

21.

22.

Select Window Border to toggle off border around the current window. Then execute the
command again to toggle the border back on.

Select Window Split Vertical to split the window vertically. Enter 40 as the column
number where you want the split to occur and press Enter.

Press F4 to select Document Goto; select the Window option. Enter 3 and press Enter to
make Window 3 the current window.

Press Alt F7 to move from Window 3 to Window 2; press Alt F7 again to move from
Window 2 to Window 1.

Press Alt F8 to move from Window 1 to Window 2; press Alt F8 again to move from
Window 2 to Window 3.

Select Window Zoom to expand Window 3 to the full size of the screen. Select Window
Zoom again to return it to its split size.

Execute Window Close Doc-Window to close Window 3. Execute the same command
again to close Window 2.

Select File Password Attach and enter amaximum of 16 charactersfor a password. Repeat
the password for verification.

Execute File Save to save the assigned password with the document file.
Unload the password-protected document.

L oad the password-protected document. Enter the password to gain accessto the
document.

Remove the password from the document using File Password Remove. Execute File Save
to eliminate password protection in the file.

Select Document Lock and enter amaximum of 16 characters to specify a document
password. Press Y in response to the prompt.

Save and Unload the locked document.

L oad the locked document. Notice the message that is displayed. Pressany key to clear the
message.
Select Document Unlock and enter the lock password. Save the file to completely remove
the lock.

Enter Text Entry Mode. Delete the "a" in the word "years' in the first sentence. Then add
an extra"s" to the word "most”.

Now you have several spelling errorsin this sentence that the Spellchecker can help you
correct.
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24.

25.

26.

27.

28.

29.

30.

31

32.
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Enter Command Mode and select Document Dictionary Spellcheck Screen.
Press F8 to highlight the entire document for spelling check. Then press F10.

The first misspelled word, "yers', is highlighted and a list of suggested correctionsis
displayed.

Use cursor keysto move the arrow to "years' and press Enter.

The correct word replaces the misspelled word and the spellchecker highlights the next
misspelled word, "most."

Select the correct spelling for this word.

If the Spellchecker encounters no other misspelled words, the session ends, and a
spellcheck summary is displayed.

Push any key to remove the summary from the screen.

Move the cursor to the word "occur".

Select Document Dictionary Thesaurus. Press Enter at the prompt.

A list of possible meanings for "occur” is displayed.

With the arrow pointing at "happen", press Enter.

A list of synonyms for that meaning are then displayed.

Move the cursor to the synonym "take place" and press F3.

Y ou are returned to the document and "occur” has been replaced by "take place”.
Save and unload thefile.

Before moving on to the next chapter, be certain that you understand splitting windows and
moving between them; passwords, document locking, spell checking and the Thesaurus.
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Chapter 6: Printing Documents and T extfiles

This chapter discusses procedures for printing ANGOSS document files and textfiles, and use
of the Word Processor’s specia printing features. Before reading this chapter, you should read
Chapter 7: Printingin ANGOSSin ANGOSS Software System, which provides basic information
about ANGOSS printing.

Before You Print

There are several steps you should take before printing a document. First, execute Tools
Preferences Hardware and review your printer settings. Make surethat the Pr i nt er : setting reflectsthe
printer and mode you will be using. Also review all other printer related items to make sure they are set
properly for the current print job. For more information on each of these settings, see Chapter 7:
Printing in ANGOSS in ANGOSS Software System.

Next, set up the format of your document and specify basic information such as paper path and
size, page numbering, headings, and footings. These items are specified on the Current Print Options
menu.

Y ou may also want to use the Print Preview command to see how the document will look when
physically printed. Note that some fonts may look dightly different when printed because the printer may
use its own internal fonts rather than the used for display.

Print Options

Select the Print Options command to display the Current Print Options menu. On this menu are
anumber of settings that control how your document is printed. These settings affect only the document
that was current when you executed Print Options.

Notice the following heading at the top of themenu: Current Print Options
(Section #1). Thistellsyou that the settings you make here apply to Section 1 of your document.
Setting Print Options for the various sections of your document is discussed later in this chapter.
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Y ou can set up default values for each of these settings by executing Print Preset. This
command displays the exact same menu as Print Options. Instead of being tied to the current document
however, these settings are attached to al newly created documents. When you create a new document,
the values from the Print Preset menu are copied into the Current Print Options menu for that document.
If you need to make any changes to these default settings, select Print Options and edit the settings as
necessary.

Following is a detailed discussion of options on the Print Options and Print Preset menus.

Headings and Footings

Y ou can specify headings or footings to be printed on some or all pages of your document. The
first group of settings on the Print Options menu specifies heading information and the second group
specifies footing information. The settings used to specify headers and footers are very similar, so they
are discussed together here.

Print Heading/Footing On

Specify which pages of the current section will have printed headings or footings. Y ou can
choose to have the headings or footings printed on:

« all pages of the section
« only the first page of the section

« on all pages except the first page of the section.

Blank Lines after Heading/Footing

Enter a number from 0 to 3 to specify the number of blank lines that separate the heading from
the first line of document text or the footing from the last line of text.

Use Secondary Heading/Footing

Two types of headings or footings are available: primary and secondary. If youNse|¢loe
primary heading or footing is printed on all selected pages. If you spéeffyprimary headings or
footings are printed on odd-numbered pages, and secondary headings or footings are printed on even-
numbered pages.
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Primary and Secondary Headings/Footings

A maximum of five lines of text can be specified for each type of heading or footing. Y ou may
enter up to 255 characters (including control codes and printable characters) for each line. A lineis
printed if it contains characters or isfollowed by alinethat contains characters. If you leave lines one and
two blank, and enter text on line three, your heading will consist of two blank lines and one line of text.

Print Control Codes

Print control codes are special character sequences that can be specified in the headings or
footings of a document. The codes are used to control the alignment of information, or are replaced by
current data, such as date, time, or page number. The following table lists the print control codes.

B Description
Code

%L L eft aligns the text immediately following the control code until a
different print control code is encountered, or until the end of the
current line

%C Centersthe text immediately following the control code until adifferent
print control code is encountered, or until the end of the current line

%R Right aligns the text immediately following the control code until a
different print control code is encountered, or until the end of the
current line.

%P Replaces the control code with the page number

%D Replaces the control code with the current date

%T Replaces the control code with the current time.

%F Replaces the control code with the name of the file being printed
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NI Description
Code P
%[#] Specifies afont for the text immediately following the control code.(#
must be avalid font number.) The font number must be surrounded by
brackets and can be followed by B or U to boldface or underscore text.
%S Replaces the control code with a section number (where"S" isthe
section number)

Control codes can be used in any combination, with more than one control code appearing on a
line. Control codes do not appear in the printed document. Do not separate the control codes from literal
information with blank spaces unless you want the blank space printed in your document.

Following are examples of two print control code stringsthat could be entered as headers or
footers and an illustration of the results they would achieve.

Example:

%L %F%C-%P-%R%D

prints the following line:

filename.ext

-10- 11-14-90

%L %F causes the name of the current file to be printed at the left margin. %C-%P- causes the
current page number to be centered on the line between two dashes. %R%D causes the current
date to be printed at the right margin.
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Example:
%L Quarterly Report%CACME Shoes%R3rd Quarter
prints the following line:

Quarterly Report ACME Shoes 3rd Quarter

%L Quarterly Report causes the text Quarterly Report to be printed at the left margin.
%CACME Shoes causes the text ACME Shoes to be centered on the line. %R3rd Quarter
causes the text 3rd Quarter to be printed at the right margin.

Primary and secondary headings or footings are allocated equal space on the printed page, even
when they are not the same length. The heading or footing requiring the greater number of lines
determines the space allocated for both.

Example
The following steps show how to print a heading on every other page.

STEP 1: Select All-pagesfor thePri nt Headi ng On: option.
STEP 2: Specify Yesfor theUse secondary headi ng option.

STEP 3: Leave either theprimary or the secondary heading blank.

Depending on the heading you have left blank, headings will be printed on all even pages or all
odd pages only.

Date Style

If you use the %D print control code to insert the current date in a header or footer, you must
specify the format in which you want that date printed. Select one of the available date styles. The
formats represented by Datel, Date2, and Date3 are set on the Global Preferences menu, accessed with
the Tools Preferences Global command.

Page Number Style

If you use the %P print control code to insert the current page number in a header or footer you
must specify how you want that number printed. Select Arabic, Roman-Small (lowercase Roman
numerals), or Roman-Caps (uppercase Roman numerals.)
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Linesto Enclose Document

Select None to have no lines enclose document text. Single or Doublewill place asingle or
double line below the heading and above the footing, enclosing the document text. Y ou can also place
blank lines, to a maximum of three after the top enclosing line and the bottom enclosing line.

Start Page Number

If you use the %P print control code to insert the current page number in a header or footer, you
must enter the page number the current section will start with. Entering a O for the start page number
instructs ANGOSS to add one number to the last page number in the previous section. Careful use of the
start page number can control which headers or footers print on which page.

Lines Per Inch
Select 6 or 8 for the number of lines per inch.

Paper Profile

A Paper Profile is made up of the page size and paper path you want to use to print afile. The
paper path tells ANGOSS where the printer will find the paper for thisjob, and how it will moveit
through the printer. For example, you can specify the use of atractor feed, or manual feed; choose
between several paper trays; or specify the use of an envelope or single sheet feeder. Page size tells
ANGOSS whether you will be printing an 8-1/2 by 11 inch page, an envelope or a custom page size.

This paper profile will control printing of documents and textfiles from within the Word
Processor. Printing in the Spreadsheet and Database Reportsis controlled by Paper Profile settings within
each module. Printing from editors, such as the Text-Editor, non-report Database printing, and printing
through Project Processing are controlled by the default paper profile on the Hardware Preferences menu.

The following steps explain how to select a paper profile.

STEP 1: With thecursor on Paper Profil e:, pressF6.

A two-column, pop-up box is displayed listing available paper paths and sizes. Figure 6-1
illustrates this box.
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— Paths = Sizes Cinches) —
(6.5 x 1D)
Upper Tray US Legal (8.5 x 14y
Lower Tray US Executive (7.2 x 18.5)
Optional Tray R4 (8.3 x 11.66)
Manual Feed B5 (7.2 x 1d4.1)
Tractor Feed Wide Carriage (14 x t1)
Envelope Feeder AS (5.8 x 8.3
Manual Feed For Envelopes Half Letter (5.5 x 8.5)
Cut Sheet Feeder Commercial 9 (B.875 x 3.879)
Sheet Feeder Bin 1 Commercial 18 (9.5 x 4.129)
Sheet Feeder Bin 2 Monarch (7.9 x 3.8"™9)
(o] (9.01 x 6.38)
DL (8.66 x 4.33)
BS Envelope (9.84 x 6.93)
Custom
RAPREFERENCES (liso Tools Preferences Hardware setting)
DESCRIPTOR Clise printer descriptor default)

Select paper path and size:

Document;

(none) Sc:1 Pg:1 Ln:t Ps:%9 FN: 8 Font: @ Insert ON
Displa; print settings for the current section of the document.
Table 6-1. Paper Paths
Item Definition
Paper Tray If your laser printer has only onetray, select this path
Upper Tray Paper will be taken from the upper tray of alaser printer
Lower Tray Paper will be taken from the lower tray of alaser printer
Optional Tray If you have purchased a specia attachment to allow you to add a
second tray to your printer, select this path to use that optional
second tray
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[tem Definition

Manua Feed Paper will be manually fed into the printer

Tractor Feed A tractor feed device will be used to move paper through the dot
matrix printer

Envelope Feeder An attachment will be used to feed envelopes into the printer

Attachment

Manual Feed for Envelopes will be manually fed into the printer.

Envelopes

Cut Sheet Feeder If your dot matrix printer has only one sheet feeder attached,

Attachment select this option.
Sheet Feeder Bin 1

Sheet Feeder Bin 1 Paper will be coming from Sheet Feeder Bin 1 to adot matrix
printer

Sheet Feeder Bin 2 Paper will be coming from Sheet Feeder Bin 2 to a dot matrix
printer

Paths that are appropriate for the current printer are highlighted. Asyou move the arrow down
the list of paths, the appropriate paper sizes for that path are highlighted.

Notice that one path and one paper size are marked by an asterisk. Thisindicates that these are
the default path and paper size as listed in the current descriptor file which you selected on the
Hardware Preferences menu.

ANGOSS getsinformation about appropriate sel ections and the default path and page size from
the currently selected printer descriptor file. If you wish to change the default settings, or if you
know your printer supports a particular path or sizethat isnot highlighted, you may want to edit
the appropriate descriptor file. Read Editing Descriptor Filesin ANGOSS Software
System for more information.

STEP 2: Ussup arrow, or down arrow to movethe pointer through the path
selections. When the arrow pointsto the appropriate path, press Enter or right arrow.

To select the default path and paper size, move the arrow to the word DESCRIPTOR at the
bottom of the box. To select the same settings you specified on the Hardware Preferences
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menu, move the arrow to PREFERENCES at the bottom of the screen. If you point to either
of these words, the path and page size they represent are highlighted as areminder.

If you set the paper profiles within each module to the PREFERENCES selection, you can
change dl the profiles by making changes in one place, the Hardware Preferences menu.

If you do not wish to select DESCRIPTOR or PREFERENCES, select a highlighted path. The
arrow then moves to the Page Size column.

STEP 3: Select one of the highlighted sizes and press Enter.

If you select Custom in the Size column, a prompt is displayed on the command line. Enter
the width and length of the custom paper size in inches. For example, you might enter 7.5x 9.5
inches. The two dimensions must be separated by a space or "x".

Y ou arereturned to the Print Options screen and your sel ections appear, separated by acomma,
atthe Paper Profil e: prompt. If you select asize or path that is not supported by the
current printer, awarning message will be generated when you execute a Print command. Y ou
can abandon printing and change to a more appropriate profile, or continue. If you continue the
print job, the printer driver will try to use the same page size, with adifferent path. If thisis still
not valid the "default" profile specified in the printer descriptor file will be used.

Orientation

Select Portrait to print the document across the width or horizonta side of the page. Select
L andscape to print the document "sideways," across the length of the page. L andscape printing can
only be accomplished if your printer supportsit.

Print on Both Sides of the Form

Select Y esto print on both sides of the page. This process is sometimes called duplex printing.
Select No to print on only one side of the page. Duplex printing can only be accomplished if your printer
supportsit.

Use Secondary Borders

Select Yesto be able to set different borders, or margins for even numbered pages in your
document. The size of secondary bordersis controlled by settings at the Page Bor der option. Select
No if you want odd and even pages to have the same borders. By adjusting the primary and secondary
borders, you can align text on odd and even pages.
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Page Borders

The Page Border is the margin or amount of white space between the edge of the page and the
document text. Some printers, particularly laser printers, have "preset hard margins." Y our printer manual
should tell you if your printer has "hard margins," and what they are. Y our page borders must be the same
or larger than the printer's hard margins.

Specify atop and bottom margin in inches. Under the Pr i mar y option, specify left and right
margins in inches. These boundaries will apply to all pagesif you have specified no secondary
boundaries, or odd numbered pages if you have specified secondary boundaries.

If you selected Yesfor theUse of secondary pages you must also specify left and
right margins for even pages.

Section Print Options

If you have divided your document into two or more sections, different Print Options can be set
for each section. This gives you the flexibility to change paper profiles, headings, footings, numbering
styles, or page borders at each section.

To view or edit the print options for a particul ar section, place the cursor in the section and
select Print Options. Thetitle a the top of the menu should reflect the section you are setting optionsfor.

Many times, you may only want to change one or two options from one section to the next. To
keep you from having to re-enter al the settings you want to keep the same, you can copy those settings
from one section to the next. Press F6 and ANGOSS displays the prompt Ent er t he nunber of
the section to be copi ed: . Enter the section number for which you have already specified
print options. All those print option settings are then copied into the current section’s print options menu.
Y ou can then change only the settings you need to.

Page L ength Factors

In previous chapters, you learned how widow/orphan controls and keep areas affect ANGOSS
placement of automatic page breaks. In addition, the page profile, headings, footings, and top and bottom
borders specified in the Current Print Options definition menu al so directly contribute to ANGOSS'
placement of automatic page breaks.

If you have inserted hard page breaks in your document, and then change any of the print
option items that affect the page length, you should review your document text and adjust page breaks
before printing the document.

It isaways a good ideato execute Layout Newpage Paginate on your document right before
you print it. This ensures that your document will be correctly paginated for the current Print Options.
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Printing
The following steps describe how to print a document or atextfile.
STEP 1: Sdlect Print Document.

STEP 2: Sdect Draft or Enhanced.

If you have included graphics or ANGOSS-generated filled-area fontsin your document, select
Enhanced. If you want faster printing, using internal printer or cartridge fonts, select Draft.

STEP 3: Enter the number of copiesyou want.

STEP 4: Enter the starting section and page number

Y ou can specify the section and page number by entering either s#p# or s#.#, where "s#"
indicates the section number and "p#* or ".#" indicates the page number desired. To specify
page numbersin the current section only, enter p# or #. To print the entire file, simply press
Enter in response to the section and page number prompts.

STEP 5: Enter the ending section and page number.
This can be specified just like the starting section and page.

STEP 6: Select Printer or Disk.

Selecting Printer sends the file to the currently selected printer. Selecting Disk puts a copy of
the document or textfile, including printer control codes into adisk file. If you print the
document to a disk file, ANGOSS prompts you to enter a name for the file that will be created.
Y ou can assign any extension you desire for thisfile (e.g., prn). ANGOSS does not
automatically assign this file an extension. If you do not assign an extension, there will not be
one attached to thefile.

Merge Printing

The Print Merge command is used to print the combined text of two files. atemplate file
containing merge variables, and an input file containing replacement data for those merge variables.
When Print Merge is executed, the input file data is merged into the template file, replacing the merge
variables.
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For example, you can put the variables "name", "address”, "city", "state", and "zipcode" into a
template document. Thisfile can then be merged interactively or automatically. An interactive merge
prompts you to enter replacement strings for each variable before the letter is printed. An automatic
merge uses stringsin atextfile to replace the variables in the template document. This textfile can be one
you create yourself, or one created in the Database that contains afield for each one of the variables.

The results of a merge can be output either to a printer or to afile. This powerful ANGOSS
feature makes creating and printing form letters quick and easy.

Merge Variables

Replacement variables and formulavariables may be entered into the template document. Each
template document can contain a maximum of 100 replacement variables, and an unlimited number of
formulavariables.

Replacement Variables

Replacement variables are character strings, such as «Name», «Address», «Phone», or
«Product Name». These variables are not case sensitive. Therefore, the variables «Name», «<name», an
«NAME» are all considered identical during a merge.

Formula Variables

Formula variables are indicated by entering an equal sign (=) as the first character immediately
following the merge start character («). For example, «=adate(today)» will place the system date in
ANGOSS Date3 format at this location.

When a formula variable is encountered during a merge print, the formula is calculated and the
result replaces the variable in the template document. Every formula variable is individually recalculated;
three occurrences of the same formula generate three separate recalculations.

Formula variables can use the standard ANGOSS functions, but they cannot reference other
replacement or formula variables. Syntax error messages are not provided. Variables from ANGOSS
Programming Language programs can be included in the formula variable.

NOTE: If your template document contains formula variables, it must also contain at least
ONE replacement variable. You can accomplish this by inserting a "dummy" replacement variable
«+dummy> in the main document. The plus sign immediately after the merge start character and before
the name of the merge variable causes the variable to be omitted if the input string is an empty string.
Since there is not input for the dummy variable, the replacement variable is disregarded and the formula
variables are calculated properly.
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IMPORTANT: Using the plus sign to disregard empty strings can be a valuable feature.
However, it must be used with caution. If the replacement variable with the plus sign ison aline with
other text, the entire line will be deleted when an empty string isencountered. Usually, thisfeatureisonly
beneficial if the variableis on aline by itself, such as an address or signaturein aletter.

Creating the Template File

To begin amerge print, you must first create the template file containing the merge variables.
To enter amerge variable into a document:

STEP 1: Position the cur sor where you want the merge variable.

STEP 2: Press Ctrl J to insert a start merge character («) into the document.

The Quick Keys used to insert start and end merge characters can only be used while in Text
Entry Mode.

STEP 3: Type in the variable name.

Each merge variable may contain from 1 to 50 characters. If you are going to be merging the
template with afile from the database, the variable name must be the same as the name of the
field that contains the replacement information. Using spaces in a variable name can lead to
unexpected results. It is better to use an under bar instead of a space. For example, "first_name"
instead of "first name."

STEP 4: Pres<LCtrl K to insert an end merge character (») in the document.

STEP 5: Repeat this process until all your variables are entered.

The template document is now ready to be print merged interactively, or you can create an
input fileif you want to do an automatic merge.

Interactive Merges

The following steps explain how to do an interactive print merge.
STEP 1: Load the template document containing the merge variables.

STEP 2: Select the Print Merge command.
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STEP 3: Select the Screen option.

Selecting Screen tells ANGOSS that the replacement information is to be received from the
Screen rather than from an input file.

STEP 4: Select Draft or Enhanced.

If you have included graphics or ANGOSS-generated filled-area fontsin your document, select
Enhanced. If you want faster printing, with internal printer or cartridge fonts, select Draft.
STEP 5: Select Printer or File

If you specify File, the merged documents will be saved to adisk file for later use. Y ou will be
prompted to enter aname for the disk filethat will be created. If you select Printer, each merged
document will be sent to the printer asit is completed.

IMPORTANT: When thefileiswritten to disk, it will contain printer control codes. This
alowsit to be printed quickly and easily later. It can even be printed from DOS. If you will be
editing this disk file later, you may want to select the generic printer descriptor on the
Hardware Preferences menu BEFORE you execute your merge. Thiswill prevent any printer
control codes from being included in your file.

A screen listing all replacement variablesin the document appears. Formula variables do not
appear on the screen, but will be calculated as the merge is done.
STEP 6: Typein thereplacement string you want for each variable.

If you make a mistake while typing in a replacement string, press F8 to clear the current
variable and start over. Y ou can press F3 to clear al the variables for this document.

When you have finished entering all replacement strings for one document, press F2. The
document is then sent to the printer or to the disk file.

STEP 7: PressF3 to blank all the variables, and enter replacement stringsfor the next
document.

STEP 8: Repeat this process until you have printed all necessary documents.

STEP 9: Press F10 to complete the merge processand return to your template document.

Thelnput File

To do an automatic print merge, you must have an inpuit file that provides the replacement
stringsfor each variable. Thisinput fileisjust a specially-formatted textfile and can be created in
ANGOSS Word Processor. Or, data stored in ANGOSS Database can be sent to ANGOSS Word
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Processor to create an input file. More information about merge printing with Database information is
provided later in this chapter.

A valid merge input file must satisfy the following conditions:

e The input file must be either a space delimited textfile or an ASCII textfile produced with
a text editor.

e The input file must consist of one or more lines of text, each line containing from 0 to
1025 characters, followed by a carriage return/line feed pair. (A carriage return/line feed
pair is produced wheknter is pressed.)

¢ Each replacement string in the input file must be surrounded by either single (') or double
(") quotation marks.

e The first line of the input file must be a list of the merge replacement variable strings used
in the template document. If the same merge variable appears more than once in your
template document, it only needs to appear once in your input file. For example, if you
wish to insert a client's name in three places in a letter, you would put «Name» in those
three locations in the template file. However "Name" only has to appear once in the input
file. Formula variables should not be included in the input file.

For an example, consider the content of the following input file.
"First_name" "Last_name" "Address" "Title" "Phone"

"John" "Doe" "123 4th Street, Wichita, KS" "Manager" "(316)462-6621"
"Debbie" "Baker" "46 Bell, Lewiston, ME" "Manager" "(207)769-5525"

The first row in the file shows that the variables First_ name, Last_ name, Address, Title and
Phone will be found in the template file. Each of the following lines is a set of replacement strings for
those variables. The first letter will be addressed to John Doe, and the next copy of the letter will be
addressed to Debbie Baker.

A "line" of text can extend across more than one line if the line continuation character (\) is
used. For example, the following are all valid input file entries:

Example:

"First_name" "Last_Name" "Address" "Title" "Phone"

"John" "Doe" "123 4th Street, Wichita, KS" "Manager" "(316)462-6621"
"Debbie" "Baker" "46 Bell, Lewiston, ME" "Manager" "(207)769-5525"
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"First_name" "Last_name" \
"Address' \

"Phone"

"John" "Doe" \

"123 4th Street, Wichita, KS" \
"(316)462-6621"

"Debbie" "Baker" \

"46 Bell, Lewiston, ME" \
"(207)769-5525"

"First_name" "Last_name" "Address’ \
"Title" "Phone"

"John" "Doe" "123 4th Street, Wichita, KS" \
"Manager" " (316)462-6621"

"Debbie" "Baker" "46 Bell, Lewiston, ME" \
"Manager" " (207)769-5525"

Automatic Merge

The following steps explain how to do an automatic merge.
STEP 1: Load thetemplate document containing the merge variables.
STEP 2: Select the Print M erge command.

STEP 3: Sdlect the File option.

Selecting File tells ANGOSS that the replacement information isto be received from an input
file rather than from interactive input.

STEP 4: Sdect Draft or Enhanced.

If you have included graphics or ANGOSS-generated filled-areafontsin your document, select
Enhanced. If you want faster printing, with interna printer or cartridge fonts, select Draft.
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STEP 5: Enter the name of theinput file.

Either select the file from the file prompter, or type in the filename, including extension.

STEP 6: Select Printer or File.

If you specify File, the merged documents will be saved to adisk file for later use. Y ou will be
prompted to enter aname for the disk filethat will be created. If you select Printer, each merged
document will be sent to the printer asit is completed.

IMPORTANT: When thefileiswritten to disk, it will contain printer control codes. This
alowsit to be printed quickly and easily later. It can even be printed from DOS. If you will be
editing this disk file later, you may want to select the generic printer descriptor on the
Hardware Preferences menu BEFORE you execute your merge. Thiswill prevent any printer
control codes from being included in your file.

Copies of the letter will be printed until each set of replacement strings has been used.

Merging Database | nfor mation

Aninput file can also be created by extracting information from fieldsin an ANGOSS
Database file. Before doing this, you must decide how you will be using this data. If you will only be
using it for one print merge, and then never need the data again, you should use Data Send to extract the
information. If you will need to use the exact same information many times, you must use File Export to
extract the data. The following steps take you through both procedures.

The Data Send M ethod
STEP 1. Enter ANGOSS Database.
STEP 2: Load the Database file containing the records you need.

STEP 3: Select Data Send All Wor dprocessor Data.
A prompter displaying all available fields is displayed.

STEP 4: Use F6 to highlight the fields you want. Then press F10.

STEP 5: Enter the name of a project fileto be executed after the dataissent totheWord
Processor. Press Enter if no project fileis needed.

The datain the selected fieldsis taken from each record and placed in the input file format. Y ou
automatically leave the Database and enter the Word Processor. The screen will be blank. The
data sent over from the Database is in atemporary file that does not appear on the screen.
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STEP 6: Load thetemplate document containing the merge variables.
STEP 7: Select Print MergeFile.

STEP 8: Sdect Draft or Enhanced.

If you have included graphics or ANGOSS-generated filled-areafontsin your document, select
Enhanced. If you want faster printing, with interna printer or cartridge fonts, select Draft.

STEP 9: When prompted for theinput file, simply press Enter to select theword
default.

STEP 10: Select Printer or File.

Once you leave the Word Processor, the temporary file you created is erased and cannot be
used again.
TheFile Export Method
STEP 1. Enter ANGOSS Database.
STEP 2: Load the Database file containing the records you need.

STEP 3: Select File Export Smart Row Format.
A prompter displaying all available fields is displayed.

STEP 4: Use F6 to highlight the fields you want. Then press F10.

STEP 5: Enter anamefor theinput file thiscommand will create.

Theinput file will then be created. Y ou must manually leave the Database and enter the Word
Processor. Then proceed just like you would with any other input file.

Printing with Large Fonts

Word Processor does not adjust line placement for larger fonts. Y ou must do this manually by
leaving blank lines above the line containing larger characters. For example, since one line equals 12
points, leave five blank lines above a 72 point character to avoid overwriting other text. These blank lines
must also be placed above large characters that are at the top of the page, or the line will not be printed.
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Printing Graphs

A graph that was created in ANGOSS Spreadsheet can be printed in your document. The
following steps explain this process.

STEP 1: A CGM file must be generated from the graph usng ANGOSS Spreadsheet’s
Graph Metafile command.

Y ou can use the Spreadsheet’s Sheet Send Wordprocessor Graphics command to send the
graphic to the Word Processor. However, this step is not required. Any CGM filein any
location can be inserted into a document. However, if you do send the CGM from the
Spreadsheet, ANGOSS automatically |eaves the Spreadsheet, loads the Word Processor and
makes the CGM you just sent the default file to be inserted.

STEP 2: Enter the Word Processor.

STEP 3: Load the document in which you want to place the graph.
STEP 4: Movethe cursor to where you want the graph.

STEP 5: Select Graph I nsert.

STEP 6: Specify which CGM you wish toinsert.

A file prompter listing al CGM filesin the current data path is displayed. If you used the
Spreadsheet’s Send command to send the CGM to the Word Processor, select def aul t . The
last CGM you sent to the Word Processor will beinserted into the document. Otherwise, select
one of the other CGM files. If the CGM file you want is not in the current data directory, enter
the entire path with the filename.

STEP 7: Specify whether you want a L arge, Medium or Small copy of the graph.

A Large graph extends from the |eft margin to the right margin. A Medium graph extends from
either margin to the middle of the page. A Small graph extends from either margin across one-
third of the page.

NOTE: A large graph cannot be placed at the very top of a document. At least one line, even
if it isjust aparagraph mark, must be above the graph.

STEP 8: If you specify a Small or M edium graph, you must select which margin you want
it aligned with, Right or Left.

A shaded box of the appropriate size is inserted into the document. The actual graph is not
displayed on screen, just the shaded box asillustrated in Figure 6-2.
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Figure 6-2. A medium-sized, right-aligned graph.
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In order for the graph to appear when the document is printed, you MUST use the Enhanced
option of the Print command.

Printing Special Characters

There are times when you need to enter acharacter in your document that is not available from
your keyboard. There are anumber of ways to accomplish this. ANGOSS provides many such characters
infilled-areafonts. Appendix B of ANGOSS Software System displays all the characters availablein
the variousfilled area fonts.

The following steps illustrate how to insert aregistered trademark symbol into a document.
Thiswill only work if your printer is capable of printing aregistered trademark symbol.

STEP 1: Position the cur sor where you want the symbol inserted in the document.

ANGOSS Word Processor, 6 - 20



Chapter 6: Printing Documents and Textfiles

STEP 2: Find aregistered trademark symbol in Appendix B of ANGOSS Software
System.

A registered trademark symbol can be found in the dingbat2 font, about halfway through the
Appendix.
STEP 3: Execute Layout Font Select and makethe dingbat2 font the current font.

STEP 4: Look to theleft of the registered trademark symbol to the Decimal column.
The decimal 118 is associated with the registered trademark symbol.

STEP 5: Hold down Alt and type 118 on the number keypad.
Y ou must use the number keypad, not the numbers across the top of your keyboard.

A character appears at the cursor position, but it will probably not be aregistered trademark
symbol. Which character it is depends on the character set of your display card. However, the
registered trademark symbol will be there when you print. (If your printer has the ability to
print the symbol.

STEP 6: When you are ready to print the document, you must select the Enhanced option
of the Print command.

A higher-resolution, quality descriptor fileisalso recommended for clear printing of this
symbol. Since this symbol is afilled-area font character, it must be drawn every timeit is
printed. Because of this, printing may take some time.

If printing speed is an issue, there are two other ways you can get special charactersin your
document.

Using Printer Characters

If the character setsfor your printer'sinternal fonts offer the character you want, it will be faster
to use them. Y our printer manual should provide character set charts for the printer'sinternal fonts. The
following steps outline how to insert such a character in your document.

STEP 1: Find the appropriate character and its ASCII valuein your printer manual.

STEP 2: Execute Layout Font Select.

STEP 3: PressF6 to define a new font.
The font prompter is displayed.
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STEP 4: AttheFont Fami | y: prompt, press F6 to display the available fonts

STEP 5: Select the font that will give you the character you want.

STEP 6: At the Char act er Set: prompt, press F6 to display the available character
setsfor the current font family.

Y ou must specify the proper font and character set in order to get the proper character.

STEP 7: Check the Sour ce: prompt at the bottom of themenu. It must say | nt er nal -
Font .

If it doesnot display | nt er nal - Font either you have not specified the proper font or
character set, or the printer does not support this combination. Double check the font and
character set you want in your printer manual, and make sure you have the proper descriptor
file chosen on the Hardware Preferences menu.

STEP 8: PressF10 to leave the Font Prompter.
STEP 9: Movethe cursor whereyou want the character inserted.

STEP 10: Hold down Alt and typein the ASCI | value on the number keypad.

Sincethisisaninterna font and not an ANGOSS-generated graphic, you can use the Draft
option to print.

Character Generation Tables

Another alternative for creating specia characters, is to use the Character Generation Tables
within descriptor files. By entering astring that controls printer movement, you can create a character that
isnot available in a character set. The advantage of creating a character thisway isthat it is a character,
not a graphic, and can be printed faster than using afilled-areafont character.

See Editing Descriptor Files of ANGOSS Software System for more information about
character generation tables.
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Chapter 7: Special Features

This chapter explains some of the advanced capabilities of ANGOSS Word Processor. Features
that enable you to refine your documents are discussed, such as:

e creating multiple column areas

e subdividing your documents into multiple sections
¢ numbering paragraphs (outlining)

¢ including footnotes

e generating an index or a table of contents.

Multiple Column Areas (M CAYS)

Multiple column areas (MCASs), sometimes called tables, are defined with the Document
Columns command. Columns can be of variable or equal widths, with columns being linked or unlinked.
When columns are linked, the text entered into the MCA is grouped into column “entries.” The entries are
horizontally aligned in each column so that related information is easily identified. Figure 7-1 shows an
example of linked columns.
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Figure 7-1. Linked columns
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When columns are unlinked, the text you type in one column is aligned independently from the
text you type in any other column. Figure 7-2 shows an example of unlinked columns.
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Figure 7-2. Unlinked columns
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NOTE: A Multiple Column Area cannot be defined at the very top of afile. There must be at
|east one carriage return on the page before the MCA.

Equal Width Columns
To define an MCA that contains columns of equal widths, follow these steps.

STEP 1: Select Document Columns Quick-Define.
STEP 2: Specify whether you want linked or unlinked columns.

STEP 3: Enter the number of columnsyou want in the M CA.

ANGOSS displays adefinition ruler with the left and right margins set for each column. Figure
7-3 illustrates the Quick-Define ruler.
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STEP 4: You are prompted to confirm the column definition.

If you do not like the columns ANGOSS has determined, press N. The command will
terminate, and you can start over. If you do like the columns as they appear on the definition
ruler, press Y. The definition ruler disappears and paragraph symbols appear at each column
position (if paragraph marks are toggled visible).

Figure 7-3. Document Columns Quick-Define
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Enter the desired numher of columns.

COMMENT: The Current Document Options Definition Menu is obtained by selecting the
Layout Document-Options Current-Document command.

ANGOSS automatically determines the left and right margin setting for each column, based on
the number of columns you specify and the left and right margin settings of the current ruler. In
addition, the minimum "gutter" space between columns (specified in the Current Document
Options Definition Menu) is used to compute size of each column. The current page margins
are divided by the number of columns you sel ected, taking gutter space between columnsinto
consideration.

If you specify more columns than will fit within the current margins, a message is displayed
indicating that fact. Y ou can either extend the current page margins to accommodate the
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number of columns you want, reduce the "gutter" space between columns, or specify fewer
columns.

Variable Width Columns

The following steps show how to create an MCA with columns of varying widths.

STEP 1: Select Document Columns Define.

This command provides maximum flexibility when establishing MCAs by allowing you to
specify the left and right margins of each column you define.

STEP 2: Specify whether you want linked or unlinked columns.

Linked columns retain the horizontal alignment and relationship of text that is entered in an
MCA. SeeFigure 7-4 for an example of linked columns. No matter how many lines each entry
in the second column runs, it stays horizontally aligned with the appropriate entry in column
two. If another event was added to Tuesday, the Wednesday entry and its corresponding entry
in column two would be moved down.

Figure 7-4. Linked columns
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Text contained in one column of an unlinked M CA is horizontally aligned independently of the
text in any of the other columns.See Figure 7-5 for an example of unlinked columns. The
entriesin each column are just lists. Thereis no relationship between items in column one and
column two that must be maintained. Items could be added to either column without affecting
the other column.

Figure 7-5. Unlinked columns

Hindow 1
E....[....P....:....D....I....P....!....b....l....b....l....6....]....74...l..
a
a4
R |
518 gifts¥ $28 giftsN
9 9
Coffee Mugq Horld Atlasql
Scarfql Royals Sweatshirtd
Bax of Candiesq Perfume®t
Stationerydl
Nagazined
1

Menu: Document Fdit Layout Print Graph Tools HWindow Help
Remember Quit
Document: gifts Sc:t Pg:1 Lan:i Ps:5 FN:@ Font:0 Insert ON

Load Save lnload Newname Display-fictive File-Type Export Import Password

STEP 3: Specify the column marginsfor each column in the MCA.

A definition ruler appears at the current cursor position. The prompt Ent er st arti ng
posi tion: appears. Specify the left margin for the first column. Use the cursor keysto move
to the appropriate position and press Enter, or type the position in inches and press Enter.

Theprompt Ent er endi ng position: appears. Specify the right margin for the first
column in the same manner. Y ou can abandon column definition by pressing F2 and starting
over.

Column boundaries appear on the ruler as you enter them. After specifying the first column,
continue responding to the prompts for each additional column. When you have defined all the
columns you want, press F10.
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The definition ruler disappears, and paragraph symbols appear a each column position (if
paragraph marks are toggled visible).

Entering Text in an MCA

Once you have defined a multiple column area, there are a number of keys that help you move
between columns. Ctrl F3 moves to the previous column. Ctrl F4 moves to the next column.

In an unlinked column, you can make an entry in acolumn and press Enter to go to the next
linein the same column. Then press Ctrl F4 to go to the next column and begin making entries.

In alinked column, entries must be added differently. Move the cursor to where you want to
add an entry. Press Ctrl E. Spaceisinserted in al columns for the linked entry. If you have paragraph
marks toggled on, you will see a paragraph mark in each column. Then use Ctrl F3 and Ctrl F4 to
move between the columns.

Editingan MCA

Document Columns Edit allows you to add, move, or delete columns or column entriesin an
MCA. In addition, Document Columns Edit allows you to resize one or more defined column(s).

Adding Columnsor Entries

The following steps add columns or column entries to an existing MCA.
STEP 1: Sdlect Document Columns Edit Add.

STEP 2: Specify whether you want to add a column or an entry.

Column. If you specify that you want to add a column, the column definition ruler is
displayed above the MCA and the menu shown in Figure 7-6 appearsin the Control Areaof the
screen.

Position the cursor on the ruler where you want to insert a new column. Y ou can move the
existing columns to make room for the new column. Press F5 to shift columns right of the
cursor to the left; press F6 to shift columnsright of the cursor to the right. To add a column,
press F7. ANGOSS then prompts you to enter the starting and ending positions for the new
column.
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Figure 7-6. Column editing menu
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Entry. Document Columns Edit Add Entry is only available when you are working in alinked
column area. When the command is selected, space for a new entry isinserted directly below
the current entry.

Moving Columnsor Entries

Document Columns Edit Move enables you to move either columns or entries from one
location to another within an MCA. Y ou can only move entriesin alinked MCA. To move a column
entry:

STEP 1: Select Document Columns Edit M ove.

An entry-marking menu appears and the current entry is highlighted. Use cursor keysto
highlight the entry or entries you wish to move. Press F2 if you need to drop anew anchor and
restart the marking process.
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STEP 2: When the proper entry is highlighted, press F10.

STEP 3: Specify a new location for thisentry.

M ove the highlighter to the position you want the entry to occupy, or type in the position
number. Then press Enter. For example, if you want the entry to be the third entry in the
MCA, typein the number 3. The MCA will rearrange accordingly.

Inalinked MCA, you can move an entry or a column. In an unlinked MCA, only columns can
be moved. To move a column:

STEP 1: Select Document Column Edit Move.

STEP 2: In alinked MCA, press F4 to enter column-marking mode.

If you arein an unlinked MCA, only column-marking is available.
STEP 3: Highlight the column or columnsyou wish to move. Press F10.

STEP 4: Specify a new location for the column or columns.

M ove the highlighter to the position you want the entry to occupy, or type in the column
number. Then press Enter. For example, if you want the moved column or columns to start at
the third column in the MCA, type in the number 3. The MCA will rearrange accordingly.

Editing Column Boundaries

Document Columns Edit Boundaries allows you to modify the margins or position of any
columninan MCA. When the command is selected, the definition ruler for the current MCA is displayed
above the columns and the cursor is placed on the ruler, allowing you to modify the margins. Move the
cursor to the column you want to move or resize. Then press one of the following keys.

F3 Allows adjustment of the column’s left margin. After pressing F3, use the
cursor keys to move the left margin to the new position

F4 Allows adjustment of the column’s right margin. After pressing F4, use the
cursor keys to move the right margin to the new position
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F5 Shiftsal columns to the right of the cursor one position to the left each time
you press F5

F6 Shiftsall columnsto theright of the cursor one position to the right each time
you press F6

When you have completed resizing and repositioning columns, press F10.

Deleting Columns or Entries

Columns or column entries can be removed from an MCA by selecting Document Columns
Edit Delete. Any text contained in adeleted column or column entry islost when the command is
executed.

To delete an entry:

STEP 1: Select Document Columns Edit Delete.

An entry-marking menu appears and the current entry is highlighted. Use cursor keysto
highlight the entry or entries you wish to delete. Press F2 to drop a new anchor and restart the
marking process.

STEP 2: When the proper entry or entriesare highlighted, press F10.

The highlighted entries are del eted, and the MCA reforms.

To delete a column:

STEP 1: Select Document Column Edit Delete.

STEP 2: When the marking menu appears, press F4 to enter column-marking mode.

STEP 3: Highlight the column or columns you wish to delete. Press F10.
The highlighted columns are deleted and the M CA reforms.

Deletingan MCA

To remove an entire MCA from a document, position the cursor within the MCA you wish to
remove. Select Document Columns Remove. This command, deletes all columns and all entries. To
delete only specific columnsin an MCA, use Document Columns Edit Delete.
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Sorting Columns

Edit Sort Column provides ascending (A to Z) and descending (Z to A) d phabetica ordering
for text contained within an MCA.. In an unlinked M CA, only one column of text can be sorted at one
time. In alinked MCA, all the columns are sorted together, with one column being designated asthe
"key" for the sort. For example, in Figure 7-7 these column entries are ordered by event, therefore, the
column with eventsin it is the key for the sort.

Figure 7-8 illustrates how the MCA would look if the Location column were used as the "key"
column for a sort.

To sort columns;
STEP 1: Select Edit Sort Columns.

STEP 2: Select Ascending or Descending.
ANGOSS enters MCA column-marking and highlights the current column.

STEP 3: Usethe cursor keysto move to the column you want to sort.

If you are sorting alinked MCA, move to the "key" column. When the appropriate columniis
highlighted, press F10 or Enter. The column (or the entire MCA if itisalinked MCA) isthen
reordered.
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Figure 7-7. Columns sorted by even
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Sectioning a Document

A document can be "subdivided" into two or more separate sections, enabling you to define
different Print Option settings for each document section. For example, page numbering can be changed
in the middle of a document, or different printer path selections can be specified to allow for the use of
different types of paper. In addition, different headings, footings, page number styles, and top and bottom
boundaries can be specified for each section of a document. The number of the current document section
is displayed on the Status Line beside the Sc: indicator.

Creating and Removing Sections

A document can be "subdivided" with the Layout Section command. Section breaks are
inserted at the current cursor position by selecting Layout Section Insert. Likewise, section breaks are
deleted by positioning the cursor on the line directly above or below the section break and selecting
Layout Section Remove. When a section break is removed, the text contained in the section becomes a
part of the section preceding it.

If section breaks are located directly above and directly below the cursor, the section break
located above the cursor is deleted when Layout Section Remove is executed.

Moving Sections

A document section can be moved from one | ocation to another using Layout Section Move. At
the prompt, type in the number of the section you want to move and press Enter. Then enter the number
of the section you want the moved section to precede. Press Enter.

For example, suppose you have a document that contains four sections and you want to move
the second section to the end of the document. If you enter 4 in response to the Sel ect
desti nation section: prompt, section 2 isinserted in front of section 4, and becomes section 3.
The section that was previously section 3 becomes section 2; however, section 4 has remained unchanged
andisstill at the end of the document. To move section 2 to the end of the document, enter a number that
is greater than your total number of sections (i.e., 5) or type end in response to the destination prompt.

Numbering Paragraphs

Y ou can assign a numbering sequence to the paragraphs in a document by selecting the
Document References Paragraph-Number command. Paragraph numbering is the way outlines and other
structured documents are created in ANGOSS.
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Number Styles

A setting on the Current Document Options Menu determines whether Outline, Legal, German-
Legal, or Paragraph style is used for numbering in the current document. To change the numbering style,
select Layout Document-Options Current-Document. Under the Paragraph Numbering heading, select
the numbering style you desire. Figure 7-9 illustrates three numbering styles. Note that the format of
German-Legal issimilar to Legal except that there is no punctuation after first level numbers.

Figure 7-9. Numbering styles

1.» This is an sxanple of the Legal style of automatic
paragraph numbering. This is a level one number.

1 1.1 This is still the Legal style of numbering.
This is a level two number.

1 1 1.1.0» This is level number three of the
Legal style of numbering.

1 1 1 1.1.1.1» This is level nuwber four
of the Legal style of numbering,

1.» This is an example of the Paragraph style of automatic
paragraph numbering. This is a level one nunber.

3 a.b This is still the Paragraph style of
numbering., This is a level two number.
1 1 114 This is level number three of the
Paragraph style of numbering.
1 1 1 1) This is level number four
of the Paragraph style of
numbering.

I1.» This is an exampie of the OQutline style of automatic
paragraph numbering. This is a level one number,

1 A This is still the Outline style of numbering.
This is a level two number.

1 ] 1> This is level number three of the
Outline style of numbering.

1 1 1 aly This is level number four
of the Outline style of numbering.
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Number Position

Also under the Paragraph Numbering heading on the Current Document Options Definition
menu are two other settings. Y ou can specify whether you want paragraphs numbered consecutively
throughout the document, or numbering to restart at each section boundary. Here you can also specify
how the paragraph number is separated from the paragraph text. The text of a paragraph can immediately
follow the paragraph number with no space between number and text. Or, the number can be separated
from the text of the paragraph by inserting a single space, atab or by block indentation of the entire
paragraph of text.

I nserting Numbers

Paragraph numbers are inserted by selecting the Document References Paragraph-Number
Insert command or the Quick Key Shift F8. When the command is selected, you must specify whether
you want to use the automatic or fixed method of numbering.

The insertion of a new paragraph number in a document (or section, if paragraph numbering is
restarted at section breaks) causes any subsequent, existing paragraph numbers to be automatically
renumbered. However, references to other paragraph numbers you typed into a paragraph will not be
updated. Only paragraph numbers inserted with Document Reference Paragraph-Number commands are
affected by the renumbering.

The Automatic Method

Theleve of an automatically inserted number fluctuates depending on the number of indent
tabsthat precedeit. If one or more indent tabs are inserted or deleted to the left of anumber, the number’s
level automatically changes. If text or regular tabs are entered to the left of an automatic paragraph
number, it is permanently converted to a "fixed" paragraph number.

The Fixed Method

Thelevel of afixed paragraph number is stationary, regardless of the number of indent tabs that
precedesit. If one or more indent tabs are inserted or deleted to the left of a paragraph number generated
by the fixed method, the number’s level remains unchanged.

I nserting a Par agraph Number
The following steps assign a number of a particular heading level to a paragraph.

STEP 1: Placethe cursor in the paragraph to be numbered.
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STEP 2: Select Document Refer ences Par agraph-Number I nsert.

STEP 3: Specify whether you want the number to be fixed or automatic (see previous
discussion).

STEP 4: Enter aheading level from 1 to 15.

The appropriate heading level is placed in front of the paragraph in the style and format
specified on the Current Document Options menu. Figure 7-10 illustrates a few automatically-
numbered paragraphs. Notice that lower heading levels are proceeded by indent tab characters.
The lower the heading, the more indent tabs precede the number.

ANGOSS Word Processor, 7 - 16



Chapter 7: Special Features

Figure 7-10. Numbered paragraphs

1.» This is an example of the Legal style of automatic
paragraph numbering. This is a level one number.

1 1.0 This is still the Legal style of numbering.
This is a level two numker.

1 1 1.1.1»  This is level nuwber three of the
Legal style of numbering.

1 1 3 1.1.1.1» This is level number four
of the Legal style of numbering.

1.» This is an example of the Paragraph style of automatic
paragraph numbering. This is a level one number.

1 ar This is still the Paragraph style of
numbering. This ic a level two number,
1 1 i» This is level number three of the
Paragraph style of numbering.
1 1 1 1 This is level number Four
of the Paragraph style of
numbering.

I.» This is an example of the Outline style of automatic
paragraph numbering. This is a level one number.

1 A This is still the Outline style of numbering.
This is a level two number.

1 1 1> This is level numkber three of the
Outline style of numbering.

1 1 1 a)» This is level number four
of the Outline style of numbering.

The heading level of a particular automatically-numbered paragraph can be quickly
renumbered by changing the number of indent tabs in front of it. To change a number to a
higher number, place the cursor on an indent tab and press Del. To change anumber to alower
heading level, place the cursor on one of the indent tab marks and press Ctrl T.
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Using Footnotes

Footnotes are often required to provide explanatory comments or reference notes for document
text. The Document References Footnote command enables you to insert or modify footnotesin a
document.

The placement and numbering scheme of footnotes for each document is determined by
settings on the Current Document Options Definition Menu. This menu is accessed with the Layout
Document-Options Current-Document command. Footnotes can be continuously numbered throughout
the document or numbering can be restarted at page or section boundaries. In addition, footnotes can be
placed at the end of each page, at the end of each section, or at the end of the document.

Footnote numbering is automatically maintained by ANGOSS, based on the numbering scheme
and placement option selected. If footnotes will be numbered consecutively throughout the document, or
placed at the end of the document, a new footnote inserted in the middle of a document causes all
following footnotes to be renumbered. However, if you have chosen to restart the footnote numbering at
each page or section, only footnotes subsequent to the new entry and prior to the page or section bresk are
renumbered.

The reference number is inserted into the document. The font used for this number is specified
on the Document Options menu. This menu is accessed with Layout Document-Options New-Document
or Layout Document-Options Current-Document. By default, font number 1 is used for this purpose and
is predefined as a standard 10 point superscript. If you have redefined font number 1, or whichever font
you specify for this purpose, you could get unexpected resullts.

I nserting Footnotes

When you select Document References Footnote Insert, ANGOSS displays afootnote i nput
screen containing ten blank lines. The cursor is placed in column 1 of the first footnote line. The message
Insert text for footnote. Press F10 when finished. isdisplayedin the Control
Area.

A maximum of 255 characters of footnote text can be entered on each line. If you attempt to
print a document with footnote lines that contain more characters than your printer can handle, or if your
footnote lines extend beyond the right boundary of your document, the printed footnote text is truncated.

Word wrap is not available when entering footnote text. The text does not move to the next line
when you reach the end of the current line. Y ou must press Enter to move the cursor to the beginning of
the next footnote line.

After you have typed al the footnote text desired, press F10. The footnote text is then stored,
the footnote input screen disappears, and the appropriate footnote number isinserted at the current cursor
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position in the document. The footnote text is stored with the current document the next time the
document is saved.

Changing Fontsin Footnotes

Footnote text can be printed in various fonts by entering afont specification code as part of
your footnote text. A code sequence controls the footnote text immediately succeeding it, either until the
end of the footnote, or until a new control sequence is encountered. The format for inserting font control
codesis %[#BU]. The # represents any valid font number. An uppercase B turns boldfacing on, and a
lowercase b turnsit off. An uppercase U turns underscoring on, and alowercase u turnsit off. Figure 7-11
shows a footnote entry that contains font change code sequences.

Viewing Footnotes

To view the footnote text, execute Document References Footnote Modify, or Window Split
Footnote. When the Footnote Window is on screen, footnote text is displayed in the Footnote Window as
the corresponding footnote reference numbers are encountered in the text. Figure 7-12 shows footnote
text displayed in awindow obtained by executing Window Split Footnote.
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Figure 7-11. Footnote with font control codes
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Copying and Moving Footnotes

If you copy ablock of text that contains afootnote reference number, the reference is preserved
in the copied text and the duplicated text is assigned another footnote number. The number assigned to
the duplicated text depends upon where in the document the text was copied and the footnote numbering
seguence specified on the Current Document Options Menu. If the duplicated text is placed in front of the
original footnote reference, the original footnote number is also changed.

If you move ablock of text containing afootnote reference number, the reference is preserved
with the rel ocated text. The footnote is renumbered depending upon where in the document the text was

moved.
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M odifying Footnotes

The following steps describe the process for editing footnote text.

STEP 1. Within the document, position the cursor on thereference number of the
footnote you want to modify.

STEP 2: Select Document References Footnote M odify.

The footnote input screen for the corresponding footnote reference number isthen displayed. If
the cursor is not positioned on a footnote number before you select the command, ANGOSS
searches for the footnote from the current cursor position to the bottom of the Document
Window. If no footnote reference number is displayed in this area, an error message is
generated.

STEP 3: Modify the footnote text.

Refer to the Document References Footnote section of Chapter 9 for acomplete description of
the cursor keys that may be used to move around in the footnote input screen.

STEP 4: After the desired changes have been made, press F10.

Deleting Footnotes

Several methods can be used to remove a footnote number from adocument and del ete the
footnote text associated with the footnote number. Y ou can del ete the footnote reference number
displayed in the text. Or, you can remove a footnote by modifying it and deleting all the text contained in
the footnote itself.

Creating a Table of Contents

For many word processing applications, atable of contentsisan essentia referencefor finding
particular sections or topics within along document. However, to manualy create atable of contents can
be along, time-consuming process. The Document References Toc command provides an easy method
for designating wordsin your text as table of contents entries and automatically generating a table of
contents based on the entries you have marked.

The format, style, and appearance of agenerated table of contents is determined by the settings
on the Current Document Options menu. This menu is accessed by selecting Layout Document-Options
Current-Document. Margins for the table of contents, the style and placement of page numbers, the

ANGOSS Word Processor, 7 - 22



Chapter 7: Special Features

inclusion of section numbers with the page numbers, and the style and format of the table of contents
entries and levels are all dependent upon the settings specified in this definition menu.

Creating Entries

Document References Toc Add is used to designate document text as a table of contents entry
and assign it a heading level. The table of contents liststhe marked entriesin a "first encountered, first
listed" order. Therefore, entries that you want to be subordinate to other entries must occur later in your
document text than the related, "higher-ranking” entries. The following steps explain the entry-marking
process.

STEP 1: Position the cursor on the text you wish to make a table of contentsentry.
STEP 2: Select Document References Toc Add
STEP 3: Highlight thetext that will bethe entry. Press F10.

STEP 4: Enter anumber from 1 - 5to determine the heading level for thisentry. An
example of the different heading levelsis shown below.

Example:

TABLE OF CONTENTS
CHAPTER I. INTRODUCTION (Heading Level 1)
ANGOSS Word Processor (Heading Level 2)
Features and Capabilities (Heading Level 3)
Multiple Windows (Heading Level 4)
Splitting Windows (Heading Level 5)
Closing Windows (Heading Level 5)
Graphicsin Documents (Heading Level 4)

The wording of the heading will appear in the table of contents exactly the same as the marked
text appearsin the document. Thisincludes capitalization and punctuation.

Once you mark document text to be atable of contents entry, it is surrounded by table of
contents marks. (195 and 1180) The display of these marks in your document can be toggled on or off
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using Document Visible Marks Toc. Figure 7-13 shows the words "FOOTNOTES," "Numbering," and
"Fonts" surrounded by table of contents marks.

Generating a Table of Contents

After marking entries in the document, select Document References Toc Generate to generate
the table of contents.

ANGOSS places the generated table of contents at the end of the current document, separating
it from the rest of the document by a section break. Figure 7-14 shows an example of a generated table of
contents.

Figure 7-13. Table of Contents Marks

= Hirelow 2
n.a....I[ . 604 i e ] O 00 0 s o o e
-Fl][ITH.'ITEE-ITI

Fﬂ-l:-ln-n!d-i number ing 15 autosat ical lv saintained by ANGOSS.
bazed on the nmbering schese and placesend option selecied.
B manimum of 255 charackers of fooinols te=i cen he snlersd
o amch i B

I;I"hull:r-m":im;r|1'l

LT poia hives choesan ol e roztart The risbesing somsence, oF
if vou hawe chosen 8o hawe foeotnoles appear at the end of &
dorcument, whon & new Foodnote iz insertied in the widdle of a
documen| comlaining Foolnoles, amg sxi=ling Foclnoles
subiseint fo fhe e Toolnole enlry &aa sulosalical ly
renusberod by ANGDSS 1

1
FantM
1
Fl Help F3 Find FS Heplace F¥ foom F3  Repoat
F? Mol menu Fi l.?-:- 0 Fé Fent Selech FEI EHEI.'.-I.HE F10 it
Docimand - mp3-13 LT | Pa:l Lm:l Pg:%5 Fand:-f T e |

ANGOSS Word Processor, 7 - 24



Chapter 7: Special Features

Figure 7-14. A generated table of contents
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A generated table of contents can be edited in the same manner as any other part of a document.
However, any manua editing done to the table of contents will not be retained if Document References
Toc Generate is executed subsequent to the editing. In addition, if you add any new entries using the
Document References Toc Add command, these additions are not reflected in the table of contents unless
itisregenerated subsequent to the entry additions.

If you do regenerate the table of contents, the new one will overwrite the old one unless you
have moved it from the end of the document.

Editing Toc Entries

If you edit text marked as atable of contents entry, or if you move ablock containing marked
text, the changes are automatically reflected in the table of contentsthe next time it is generated. If you
copy ablock containing atable of contents entry, any copies of the block inserted at other |ocations will
contain TOC marks and will be referenced in the table of contents. If, however, you move or copy ablock
of text that causes the marked table of contents entry to be split, the corresponding heading will consist of
only the marked text that remained in the origina location. The portion of the marked text that was
moved or copied will no longer be referenced by atable of contents heading when the table of contentsis
next generated.

Deleting Toc Entries

To "unmark” table of contents entriesin your document, position the cursor on the text
surrounded by the marks and execute Document References Toc Remove. Y ou can aso delete either of
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the table of contents marks. The table of contents heading that references that text is eliminated the next
time the table of contentsis generated.

Creating an I ndex

Perhaps the most tedious and dreaded task associated with many word processing applications
is the creation of a comprehensive index. The Document References Index command provides a method
for marking text asindex items, typing index entries for theindex items, and automatically generating an
index.

The format, style, and appearance of a generated index is determined by the settings on the
Current Document Options menu. This menu is accessed by selecting Layout Document-Options
Current-Document. Index margins, the style and placement of a phabetic headings and page numbers, the
inclusion of section numbers with the page numbers, and the style and format of primary and subordinate
entries are al dependent upon the settings on this definition menu.

Creating Index Entries

Document References Index Add is used to designate a portion of text in a document to be
referenced by an index entry. The wording of each index entry can be taken exactly from the marked
document text. In many cases however, you will wish to type in a unique word or phrase for the index
entry instead of using the document text. The following steps explain the procedure.

STEP 1: Position the cursor in or near the text you want referenced by an index entry.
STEP 2: Select Document ReferencesIndex Add.

STEP 3: Highlight the text you want referenced by theindex entry.
Theprompt Ent er | ndex Entries: isdisplayed.

STEP 4: Determine what the actual index entry will be.

Press Enter if you want the index entry to be taken from the marked document text. If you
prefer a different word or phrase to be the index entry, typeit in at the prompt. The following
characters are important in index entries, whether you use document text or your own entries.

ANGOSS Word Processor, 7 - 26



Chapter 7: Special Features

The colon is used to separate primary and subordinate index entries

/ The dash will separate multiple listings for the same marked text

The following discussion explains the use of these characters more completely.

Subordinateentries

Index entries can be referenced as primary or subordinate entries. If you press Enter to accept
marked text as your index entry, or type in a unigue phrase, the index entry will be a primary one. To
create a subordinate index entry, you must separate primary and subordinate phrases with a colon (:).

For example, if you mark the phrase "custom dictionary" in a document and you want it to
appear in the index as a subordinate entry under the primary entry cr eating, you must enter creating: in
response to the prompt.

If you want to type in your own index entry, you must type in primary and secondary entries
separated by a colon. For example, cr eating:custom dictionary Both these examples will result inthe
index entry displayed in Figure 7-15.

Figure 7-15. Primary and subordinate index entry
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M ultiple Refer ences

Marked text can also be referenced by multiple index entries by separating each reference with
aslash (/). For example, if "custom dictionary” was marked in the document you might want it to be
referenced under the primary headings cr eating, editing and spellchecker. To accomplish this, type
in creating:/editing:/spellchecker: attheEnt er | ndex Entries: prompt.
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Again, if you typein your own entry you can still specify multiple listings. Again, let's assume
"custom dictionary” is marked. Y ou could enter cr eating: custom dictionaries/editing: custom
dictionaries/spellchecker:custom dictionaries asan index entry, or custom dictionaries/
creating:/editing:/spellchecker: to obtain multiple index entries.

If adash isentered as either thefirst or last character in a multiple entry, the marked text is
automatically referenced as a primary entry. Thus, if "custom dictionary” is highlighted and you enter
either /creating:/editing:/spellchecker: or creating:/editing:/spellchecker:/ in response to the
prompt, in addition to the three subordinate entries for " custom dictionary,” you would aso get a primary
entry for "custom dictionary."

ANGOSS surrounds a designated index item with the index marksright and | eft. The display of
these marks in your document can be toggled on or off using Document Visible Marks Index. Figure 7-16
shows the phrase " custom dictionary” surrounded by index marks.

Figure 7-16. Index Marks
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Generating an Index

Document References Index Generate is executed to generate an index based on the index
entries you have specified.

The generated index is placed at the end of the current document, separating it from the rest of
the document by a section break. Figure 7-17 shows an example of a generated index.
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Figure 7-17. Generated index
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A generated index can be edited in the same manner as any other part of adocument. However,
any manua editing done to the index will not be retained if the index is subsegquently regenerated. In
addition, if you make any changesto existing index entries in a document, these changes will only be
reflected in the index if it is regenerated.

If you do regenerate the index, the new one will overwrite the old one unless you have moved it
from the end of the document.

Editing Entries

Existing index entries can be edited by with the Document References Index Edit command. To
edit anindex entry, position the cursor on the index item in your text that is referenced by the index entry
you want to change. Then select Document References Index Edit. Any index entries that reference the
selected index item are then displayed in the control area of the screen.
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Y ou can delete an entry by moving the cursor to the entry you want to delete and using Del or
Backspace to erase each character in the entry. New listings can be added by following the standard
conventions used when adding an index entry. M odifications can be made to an existing entry by typing
over the displayed text, or adding or deleting characters as needed. These modifications will affect the
entriesin the index the next time it is generated.

Copying or Moving Index Items

If you copy ablock of text containing an index item, the index reference is retained in the
original text and also appearsin the duplicated block of text. Y ou can then delete one of the index
references, if desired. If both references are left intact and the references appear on different pages or
sections of your document, two listings will exist for the index item the next time an index is generated.
Y ou may wish to edit the index to combine them into one listing.

If ablock of text containing an index item is moved, the index referenceis moved with the text.
Therelocation of the index reference will be reflected in the index the next time it is generated.

If you copy or move a block of text that causes text marked as an index item to be split, the
index reference is left intact in the origina text and does not appear in the duplicated text.

Deleting Index Entries

Document References Index Remove is used to "unmark” index items in the document and
subsequently eliminate all index entries that reference that text. To remove the marks, position the cursor
on the text surrounded by the marks and execute the command. Both the marks and the index entries
referencing the text are eliminated. Y ou can also delete an index item and its accompanying index entries
by using Del to delete either of the index marks.

Practice Session

Perform the following fundamenta exercisesin the order presented to learn about:

¢ Creating and editing a multiple column area (MCA)

¢ Inserting and editing footnotes

Attaching a number to a paragraph

e  Entering Table of Contents and Index entries
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If you are unable to perform an operation, please reread this chapter and then try the exercises

1

12.
13.
14.
15.
16.
17.
18.
19.

20.
21.
22.
23.

Load the file you have used in the |ast three lessons. Then go to Text Entry Mode.

Press Ctrl End to move to the end of the file. Press Enter twice for place afew blank
lines in the document.

Go to Command M ode. Execute Layout Ruler Insert Default.

Select Document Columns Quick-Define Linked.

Enter 3 to specify the number of columns you want to create, then press Enter.
Confirm the column definition by entering y.

Got to Text Entry mode. Enter Thistext isin column 1. in the first column.

Press Ctrl F4 to move the cursor to the second column.

Enter Thistext isin column 2. It islonger than the text entered in column 1.

Press Ctrl F4 to move the cursor to the third column.

. Enter Thistext isin column 3. Column 3 contains mor e text than either

column 1 or column 2.

Press Ctrl E to start anew column entry. Y ou will be moved to the first column.
Enter Thisisthe second entry in column 1.

Press Ctrl F4 to move the cursor to the second column.

Enter Thisisthe second entry in column 2.

Press Ctrl F4 to move the cursor to the third column.

Enter Thisisthe second entry in column 3.

Move your cursor to the end of the first entry in the third column.

Press Ctrl E to add another entry. The cursor will be automatically moved to the first
column.

Enter Thisisanew entry in column 1.
Press Ctrl F4 to move to column 2 and enter Thisisa new entry in column 2.
Press Ctrl F4 to move to column 3 and enter Thisisa new entry in column 3.

Press Ctrl F3 twice to move to column 1 and position the cursor on the"T" in "This" in
the first entry.
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24.
25.

26.
27.

28.
29.

30.
31

32.
33.

Enter Command Mode and select Document Columns Edit Move.

Thefirst entry ishighlighted. Press F10 or Enter to specify that thisis the text you wish
to move.

Move the cursor down until the last entry is highlighted.

Press F10 or Enter to execute Document Columns Edit Move. The moved entry will
now follow the last entry.

Move to column 2 and place the cursor on the period at the end of any sentence.
Select Document References Footnote Insert.

The footnote window will appear.

Enter Thisisfootnote 1. and press F10.

Place the cursor in front of the footnote reference and select Document References
Footnote Modify.

Change the footnote text to read Thisisthe first footnote | have entered.
Press F10 to compl ete the modification.
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Chapter 8: ANGOSS Integration

ANGOSS integration involves the transfer of data from one ANGOSS module to another.
Within ANGOSS, each module utilizesits own data structure, thus allowing each modul e to optimize the
data functions it performs. However, each module can also trand ate its data structure into a format that
can be used by any of the other ANGOSS modules, resulting in integration of all the different data
structures.

ANGOSS Word Processor integration can be generated from four different sources or methods.

e The File File-Type command can be used to change a document file into a standard ASCII
textfile. This enables the file to be imported into any of the other ANGOSS modules.

e The Document Send command can be used to send a Word Processor file to any other
ANGOSS module and have the file arrive in the format of the receiving module.

e The Graph Insert command can be used to insert into a Word Processor document, a graph
metafile created in ANGOSS Graphics.

«  The Print Merge command can be used to integrate into a Word Processor document, a
data file created in ANGOSS Database.

Integration Via ASCI |

In addition to the familiar document file type that has been used for the majority of the
examples in this manual, ANGOSS Word Processor can also create and edit standard ASCII textfiles. A
file created as an ASCII textfile by another program can be loaded into ANGOSS Word Processor,
edited, and then saved as either an ANGOSS document file or a textfile.

A Word Processor textfile can be "imported” into any of the other ANGOSS modules by the
execution of a single command. For example, suppose you are in the midst of creating a worksheet in
ANGOSS Spreadsheet and you find that you need some information that you have stored in a Word
Processor textfile. You can quickly and easily import the textfile into your worksheet by executing the
Spreadsheet's File Import Text command. After the command is executed, each line of text from the
textfile is placed in a separate worksheet row and each word of text is placed in a separate cell.

ANGOSS Word Processor, 8- 1



Chapter 8: ANGOSS Integration

Standard ASCI| textfiles are assigned the extension .TXT by ANGOSS. ASCI| files have the
following characteristics:

« Alllines end with a carriage return and a line feed.

e Tabs are represented as a series of space characters.

e Special control characters, fonts and print attributes are not used.
¢ No formatting options or print options are stored with the file.

*«  When the file is saved, footnotes are written to the file and appear as normal text when the
file is reloaded.

The File File-Type command is used to change the current document file to a textfile, or vice
versa. File File-Type is a toggle command,; if the current file is a document file, execution of the
command changes the document file to a textfile. Likewise, if the current file is a textfile, execution of
the command changes the textfile to a document file.

ANGOSS displays the file type of the current file on the Status Line at the bottom of the screen.
If the current file is a document file, the Status Line dispRysurent ;. fi | enane. If the current
file is a textfile, the Status Line displayext fil e: fil enane.

Sending to Other Modules

Document Send is used to transfer information from ANGOSS Word Processor document files
or textfiles to ANGOSS Communications, ANGOSS Database, or ANGOSS Spreadsheet. When you
execute the Document Send command, ANGOSS exits the Word Processor module and enters the
module that is receiving the information.

Communications

To send a Word Processor file to ANGOSS Communications, select Document Send
Communications. You must then specify whether you want to send the information as a textfile or a
document file.

If you select the Text option, the file is sent in an ASCII textfile format, regardless of whether
the word processing file is a document file or a textfile. If you select the Document option, the file is sent
in its current file format. For example, if you send a Word Processor document file to ANGOSS
Communications using the Document option, the file is sent in the ANGOSS document file format. If you
send an ANGOSS Word Processor textfile to ANGOSS Communications using the Document option, the
file is sent in ASCII textfile format.
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For information on how to transmit afile once it is sent to ANGOSS Communications from
ANGOSS Word Processor, refer to ANGOSS Communications.

Database

To send aWord Processor fileto ANGOSS Database, select Document Send Database. Then
enter the name of the document file or textfile that you want to send. A Word Processor fileis sent to
ANGOSS Database in an ASCI| textfile format, regardless of whether the word processing fileisa
document file or atextfile.

COMMENT: A blank space constitutes the end of a character string "group.”

When the Word Processor fileisreceived in ANGOSS Database, the datais displayed in
"fields" and "records." Each word or character string "group” (i.e., $1000.00, 25-3/4, 29E460) of the
word processing fileistranslated into a Database field. Each line of the word processing fileis trand ated
into a Database record. The record structure for the Database file (i.e., the number of fields availablein
each record) is determined by the first line of the word processing file.

For example, if the first line of the word processing file contains 4 words, the record structure
for the Database file is established as having 4 fields. If the second line of the word processing file
contains 10 words, the record structureis still restricted to only 4 fields; the remaining 6 wordsarelost in
the second record.

Y ou can format the Word Processor file, prior to selecting Document Send Database, so that
more than asingle word or character string group isincluded in a Database field. The word processing
file should be formatted in the following manner:

e The data to be contained in each Database record should be entered on a separate line,
terminated by a carriage retufargter).

« A blank space$pacebar) should separate the data to be contained in each Database
field.

« Datathatis to be interpreted as a text field in the Database file should be surrounded by
quotation marks in the word processing file.

The following example illustrates a word processing file with the data formatted to send to
ANGOSS Database.

Example:
"Thomas Grant" "13209 Walton Avenue" "Evansville, IN"

"Alice Carson" "46 Sunderland" "Lewiston, ME"
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"Evelyn Bradshaw" "P. O. Box 2989" "Carson City, NV"
"Bradley Davis' "266 Westwood Ave." "Winston-Salem, NC"

When the word processing file shown in the example above is received by ANGOSS Database,
the Database file will consist of 4 records, each containing 3 text fields.

For information on ANGOSS Database field types and record structures, refer to ANGOSS
Database.

Spreadsheet

To send aWord Processor file to ANGOSS Spreadsheet, select Document Send Spreadsheet.
Then enter the name of the document file or textfile you want to send. A Word Processor fileis sent to
ANGOSS Spreadsheet in an ASCI|I textfile format, regardliess of whether the word processing fileisa
document file or atextfile.

COMMENT: A blank space congtitutes the end of a character string "group.”

When the Word Processor fileis received in ANGOSS Spreadsheet, the datais displayed in
"rows" and "cells." Each word or character string "group" of the word processing fileis placed in a
separate Spreadsheet cell. Each line of the word processing file is placed in a separate Spreadsheet row.

Y ou can format the Word Processor file, prior to selecting Document Send Spreadsheet, so that
more than asingle word or character string group isincluded in a Spreadsheet cell. The word processing
file should be formatted in the following manner:

e The data to be contained in each Spreadsheet row should be entered on a separate line,
terminated by a carriage retufargter).

« A blank space§pacebar) should separate the data to be contained in each worksheet
cell.

« Datathatis to be interpreted as text by ANGOSS Spreadsheet should be surrounded by
quotation marks in the word processing file.

In the example shown iDatabase above, each group of data that is surrounded by quotes will
be placed in a separate cell when the file is sent to ANGOSS Spreadsheet. Each line of the word
processing file will be placed in a separate Spreadsheet row. If the quotes were not placed around the
word groups in the word processing file, each word would be placed in a separate Spreadsheet cell.

For information on ANGOSS Spreadsheet cell types and worksheet structures, refer to
ANGOSS Spreadsheet.
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Importing and Exporting Data

When you execute any Document Send command, ANGOSS exits the Word Processor and
enters the module you have chosen to receive the data. There may be times, however, when you want to
make word processing text avail able to one of the other ANGOSS modules, but you do not want to leave
the Word Processor. Or, you may have data on file from another ANGOSS modul e that you want to
incorporate into your current Word Processor document. The File Import and File Export commands can
be used to accomplish these integration operations.

FileImport. File Import is used to insert a specified document file or textfile into the current
document at the current cursor position.

For example, if you have previously exported a Spreadsheet file using either the File Export
ASCII, File Export WP-Doc, or File Export Text command, you can use ANGOSS Word
Processor’s File Import command to insert the exported Spreadsheet file into your current
document.

Likewise, if you have previously exported a Database file using either the File Export ASCII,
File Export Smart, or File Export Text command, the Word Processor’s File Import command
can be used to insert the exported Database file into your current document.

File Export. File Export is used to write all or part of your current document to a new file.

Y ou can later import the file into another ANGOSS module. In ANGOSS Spreadshest, you can
import the word processor file into your current worksheet by executing the File Import Text
command. In ANGOSS Database, you can import the word processor file into your current
database file by executing the File Import ASCII or File Import Smart command.

Inserting Graphsin Documents

Another example of modular integration in ANGOSS involvesinserting into a Word Processor
document a CGM (computer graph metafile) that previously has been created and saved in ANGOSS
Spreadshest.

To view graphsin your documents you must have a graphics screen driver installed. To print
graphsin your documents, you must have a printer installed that supports graphics printing.

For agraph to beinserted in aWord Processor document, it must be saved asaCGM filein the
Spreadsheet. This is accomplished with the Graph Metafile command. Once a metafile has been
generated, you have two choices. Y ou can exit the Spreadsheet, load the Word Processor and execute the
Graph Insert command. Or, you can use the Spreadsheet’s Sheet Send Wordprocessor Graphics command
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to automatically unload the Spreadsheet and load the Word Processor. The latter alternative may be faster
in some situations. Y ou do not have to "send" the metefile to the Word Processor. Once you have
generated the CGM file, it is available to be inserted into a document.

Y ou can also insert metafiles created in previous versions of ANGOSS (.gmf)

Whether you send the file to the Word Processor, or not, inserting a graph in adocument is fast
and easy. The following stepsillustrate the process:

STEP 1: Position the cursor on thelinein your document wher e you want the graph to
start.

STEP 2: Select Graph I nsert.

A prompter list of all CGM files (.cgm) in the current directory are displayed. Select the graph
you wish to insert. If it isin another directory, enter the entire path. If you used the
Spreadsheet’s Sheet Send Wordprocessor Graphics command to "send" the graph to the Word
Processor, you can press Enter to select the "default” graphicsfile. This causesthe last CGM
sent from the Spreadsheet to be inserted at the cursor position.

STEP 3: Specify the size and alignment you want for the graph.

Large, medium, or small graphs can be inserted in a document. A large graph extends from the
|eft margin to the right margin. A medium graph extends from either the left or right margin to
the middle of the page. A small graph extends from either the left or right margin across one-
third of the page. When amedium or small graph sizeis selected, you must specify whether you
want the graph aligned on the left margin or the right margin.

After the graph’s size and alignment are selected, a shaded block containing the graph screen
filenameisinserted into the document at the |ocation specified. Any text that previously
occupied the space now occupied by the graph is automatically reformed to surround the graph.
A medium-sized graph aligned on the right margin is shown in Figure 8-1.
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Figure 8-1. Medium-sized, right-aligned graph
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ANGOSS Word Processor does not display the actual graph in the document. In addition, due
to the size of the display screen, if alarge-sized graph isinserted into a document, the shaded
block representing the graph is not displayed in its true size. However, the actua graph is

printed in the document at print time.

Although ANGOSS Word Processor does not display the actual graph in the document, you
can display a graph on your screen by selecting the Graph View command. Graph View can be

used to display either agraph that has been

inserted into the current document, or agraph that is

stored on disk. When the graph is displayed, the Document Window is temporarily displaced
and the graph is drawn on the screen. After viewing the graph, press any key to redisplay the

Document Window.

Refer to the discussion of the Graph command in Chapter 9 for additional information

concerning graphs in documents.
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Merging Database Data

Modular integration is also available in ANGOSS Word Processor viathe Print Merge
command. Print Merge is used to print the combined text of two files. atemplate file that contains merge
variables and a textfile containing merge variable replacement data (referred to as the "input file.")

Using the Database's File Export Smart command, data stored in ANGOSS Databaseis
appropriately formatted to create the input file. Or, the Database's Data Send Wordprocessor command
can be used to send to the Word Processor the database information to be used as the input file.

For information regarding the formatting and procedures required to merge an input file with a
document file, refer to Merge Printing in Chapter 6 and the Print Merge command in Chapter 9.
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Chapter 9: ANGOSSWord Processor Command
Reference

This chapter explains the purpose and format of each ANGOSS Word Processor command.
Menu keywords are presented in this chapter in the same order in which they appear on the Word
Processor Module Menu.

Four of the keywords, Tools, Help, Remember, and Quit, are applicableto al ANGOSS
modules. Discussions of these keywords are general, with details being limited to Word Processor usage.
For more information on the use of these commands, refer to ANGOSS Software System and Project
Processing.

If you have not used aword processing program before, we suggest that you read the first eight
chapters of this manual, and that you also use the Word Processor Tutorial. If you are familiar with word
processing programs, the sections that follow provide brief descriptions of ANGOSS Word Processor
concepts and techniques.

Marking Techniques

Whenever you select acommand that affects existing text, a marking menu appearsin the
Control Areaof the screen and prompts you to specify the amount of text to be affected by the command.
Standard text area commands utilize different marking types and menus than defined multiple column
area (MCA) commands.

Standard Text Marking

Block, column, and line-marking are available when you are working in a standard text area.
Some commands allow you to switch between block and column-marking, using the marking menu key
F4, while other commands allow only one type of marking. Refer to the Software System manual on
using the mouse to block text.

When acommand is selected that invokes marking, the current cursor position becomes the
"anchor" position. Asyou use marking menu keys or cursor keysto indicate the text you want affected by
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the command, the text becomes highlighted from the anchor position to wherever you move the cursor.
Y ou can set a new anchor anywhere in the text by moving the cursor to the desired location and pressing
F2. Or, you can erase any highlighting and restart the marking process by pressing F3.

Block-Marking vs. Column-Marking

For commands that can operate in either block or column-marking, the "default” is block-
marking. When the command is sel ected, ANGOSS enters bl ock-marking; to use column-marking, you
must press F4.

A block of text can be based on a character, aword, aline, a sentence, a paragraph, a page, a
combination of these, or an entire document. A column of text is based on a single character.

Block-marking works on a horizonta aspect while column-marking works on avertical aspect
in adocument. When the cursor is moved down one vertical position in block-marking, all horizontal
positions between the original cursor position and the current cursor position are included in the marked
block. In column-marking, when the cursor is moved down one vertical position, only the original cursor
position and the current cursor position are included in the marked column. Columns can be extended
horizontally only by using horizontally-oriented cursor keys (i.e., left or right arrow) or Quick Keys
(i.e.,Ctrl F, Ctrl G, or Ctrl F5).

Block-marking can be used to include an MCA in ablock of marked text. For example, if you
mark ablock of standard text above and below the MCA, the entire M CA isincluded in the marked
block. Column-marking does not alow you to cross MCA "boundaries."

The marking menu keys F5, F6, F7, F8, F9, P and R are used in block-marking to highlight
specified areas of text. If you have switched to column-marking and subsequently press one of these
marking keys, block-marking is automatically activated and the corresponding text is highlighted. The
characters encompassed by these menu keys are defined bel ow.

F5 Word. Highlights the current word and any blank spaces following the it.

F6 Sentence. Highlights the current sentence, including punctuation, and any blank
spaces following it.

F7 Paragraph. Highlights the current paragraph and the end of paragraph mark.

F8 Document.  Highlightsthe current document from the beginning of the document to the
end of file mark.

F9 Line. Highlights the current line, from left margin to right margin.
P Page Highlights the current page from one page break to the next.

R Remainder. Highlightstheremainder of the document, from the current anchor position
to the end of file mark.
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Line-Marking

Line-marking is used when Document Dictionary Hyphenate or Layout Keep is selected. The
current line is automatically marked and a marking menu is displayed in the Control Area of the screen.

As with the other marking types, you can press F2 to set a new marking anchor, or F3 to
restart the marking process. Press F10 when marking is compl eted.

MCA Marking

Thetype of marking alowed in an MCA depends upon whether it isalinked or unlinked M CA.
Column-marking and entry-marking, areavailableinalinked MCA. Only column-marking isavailablein
an unlinked MCA.

Classifying Commands by Function

ANGOSS Word Processor's Module Menu contains the foundation keywords for all commands
availablein the module. When Command Mode is accessed, the Module Menu is displayed in the Control
Area of the screen, as shown in Figure 9-1.
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Figure 9-1. Word Processor module menu
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Commands build from the Module Menu keywordsin functionally logical sequences. Asyour

familiarity with ANGOSS increases, the commands will become second nature to you. To help your
assimilation process, this section classifies commands and command groupings by function.

Getting Help Infor mation

Help About-Help

Displays information on using ANGOSS on-line help feature

Help Contents

Displays atable of contents for the on-line help

Help On-Error

Displays help text for specified error messages

Help Index

Displays an index of help topics

Help Tutorial

Invokes the Word Processor Tutorial
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Layout Document-
Options

Provides formatting for an index, table of contents, or
footnotes; controls language, consecutive hyphenations, and
dictionaries used during spell checking operations

Print Options

Controls the formatting options and paper handling
information for printing the current document.

Print Preset

Controls the formatting options and paper handling
information for printing new documents

Tools Preferences

Controls how ANGOSS Word Processor performswhen it is
accessed

File Maintenance and Manipulation

Document Send Provides file integration with other ANGOSS modules

File Export Writes al or part of the current document to a new file

File File-Type Changes the current document file to a textfile or vice versa

File Import Inserts at the current cursor position adocument or textfile
stored on disk

File Load L oads into the current window a document or textfile stored
on disk

File Newname Assigns a new filename to the current document

File Save Stores on disk a copy of the current file

File Unload Removes the current file from memory
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File Protection

Document Lock Protects a document from permanent modifications

Document Unlock Removes permanent modification protection from a
document

File Password Restricts user access to a document

Obtaining Information About Files

Display-Active Displaysalisting of al currently activefile
Tools Directory Displays, creates, removes, or changes afile directory
Editing Text

Edit Copy Duplicates specified text

Edit Delete Removes selected text from a document

Edit Edit-Case Changes the case of selected text

Edit Move Relocates text to another area of the document

Edit Sort Sorts standard or columnar text in A to Z or Z to A order

Edit Undelete Inserts at the current cursor position any text contained in the
delete buffer

Layout Ruler Enables text alignment, margin, indentation, tab, and line
spacing changes within the same document
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Document Find

L ocates a specified character string in a document

Edit Replace

Finds a specified character string in a document and replaces
it with an alternative character string

Display Features

Document Visible

Toggles on or off the display of hidden text, marks, rulers, or
tabs

Layout Font

Provides type style changes for document text

Layout Hidden-Text

Allows specified text to be hidden or redisplayed in a
document

Window Border

Toggles on or off the display of the Document Window
border.

Window Paint

Provides independent coloring of window components.

Document Enhancements

Document Columns

Providesfor the defining and editing of multiple column areas
(MCAYs) in adocument

Document Dictionary

Provides hyphenation, on-line spell checking, and on-line
thesaurus festures
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Document Math Calculates aformula or totals a series of numbersin a
document

Document References Provides character markers, paragraph numbering, and the
creation of footnotes, an index, or table of contents

Multiple Documents/M ultiple Windows

Document Goto Allows cursor movement between windows or documents, or
cursor relocation within the same document

File Display-Active Displaysalisting of al currently active files

Window Close Closes the current split Document Window or Footnote
Window

Window Split Separates the current window into multiple windows or

displays a Footnote Window

Window Zoom Enlarges the current split window to fill the Document
Window, or returns an enlarged window to its original split
size

Pagination
Layout Document- Provides formatting for an index, table of contents or
Options footnotes; controls language, consecutive hyphenations, and

dictionaries used during spellchecking operations

Layout Keep Allows the insertion and deletion of "fences" to keep blocks
of text on the same page

ANGOSS Word Processor, 9- 8



Chapter 9: ANGOSS Word Processor Command Reference

Layout Newpage Provides automatic and manual document pagination

Print Options Controls the formatting options for printing the current
document

Printing

Print Document Provides printing of document files and textfiles.

Print Merge Provides merging of "database" information with document
files

Print Option Controls the formatting options for printing the current
document

Print Preset Controls the formatting options for printing new documents

Integrating Graphics

Graph Insert Inserts agraph at the current position in the document

Graph Remove Removes the current graph from the document

Graph View Displays a graph on the screen, temporarily displacing the
Document Window
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Document Commands

The Document keyword is the basis for the command formats that enable you to:

e establish multiple column areas (MCASs)

e access on-line spell checker and thesaurus

* move between windows, documents, or to new locations in the current document
* create footnotes, indexes, or a tables of contents

« send files to other ANGOSS modules

« control the display of hidden text, special marks, and rulers

e protect documents from permanent modifications

Document Options
Document provides the following options:
Columns. Defines and edits multiple column areas (MCAS).
Dictionary. Hyphenates, spell checks, and provides access to the thesaurus.
Find. Locates a specified character string in a document.

Goto. Moves the cursor between windows or documents, or to a new position within the same
document.

M ath. Calculates a formula or totals a series of numbers.

Refer ences. Provides character markers, paragraph numbering, and the creation of footnotes,
an index, or a table of contents.

Send. Provides file integration with other ANGOSS modules.
Visible. Toggles on or off the display of hidden text, marks, rulers, or tabs.
L ock. Protects a document from permanent modification.

Unlock. Removes permanent modification protection from a document.
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Document Columns

Document Columns is used to define, edit, or remove multiple column areas (MCAS),
sometimes caled tables. Each column can be of variable or equal width, with column text being linked or
unlinked.

Document Columns Define

Document Columns Define creates an MCA in which you can specify the size and position of
each column. When you select Document Columns Define, you must specify whether you want the
columnsto be linked or unlinked.

Linked. Linked columns retain the horizontal alignment and relationship of text that is entered
inan MCA. Each related group of text entered into alinked MCA isreferred to as a column
"entry." See Figure 9-2 for an example of linked columns. No matter how many lines each
entry in the second column runs, it stays horizontally aligned with the appropriate entry in
column one. If another event was added to Tuesday, the Wednesday entry and its
corresponding entry in column two would be moved down.
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Figure 9-2. Linked columns
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Unlinked. Text contained in one column of an unlinked MCA is horizontally aligned
independently of the text in any other column. See Figure 9-3 for an example of unlinked
columns.
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Figure 9-3. Unlinked columns.
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Defining Columns

After specifying whether the MCA will be linked or unlinked, a definition ruler is displayed at

the current cursor position. The following steps explain the definition process.

STEP 1: Enter the starting position (left margin) for thefirst column.

Use the cursor keys to move the cursor to where you want the left margin and press Enter, or

type the left margin position (in inches) and press Enter.

STEP 2: Enter the ending position (right margin) for thefirst column in the same

manner.

Before specifying the right margin, you can restart the definition of the current column by

pressing F2. The starting position for the column is negated and once again you are prompted

to enter the starting position.
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STEP 3: Enter right and left marginsfor all other columnsin the MCA.

The column boundaries are displayed on the definition ruler as you enter the margin val ues.

STEP 4: When you have defined the boundariesfor all the columnsyou want, press F10.

The column definition ruler disappears and paragraph marks are inserted at the starting position
of each defined column (if paragraph marks are toggled visible.) Column margins are displayed
onthe Main Ruler (if it istoggled visible.)

Document Columns Quick-Define

Document Columns Quick-Define creates columns of equal width quickly and easily. The
following steps explain the process.

STEP 1: Select Document Columns Quick-Define.
STEP 2: Specify whether you want linked or unlinked columns.

STEP 3: Enter the number of columnsyou want in the M CA.

ANGOSS displays adefinition ruler with the left and right margins set for each column. Figure
9-4 illustrates the Quick-Define ruler.

STEP 4: If you do not like the columns asthey appear on the definition ruler, press N.

The command will terminate, and you can start over. If you do like the columns as they appear
on the definition ruler, press Y. The definition ruler disappears and paragraph symbols appear
at each column position (if paragraph marks are toggled visible.)
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Figure 9-4. Document Columns Quick-Define
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COMMENT: The Current Document Options Definition Menu is obtained by selecting the
Layout Document-Options Current-Document command.

ANGOSS automatically determines the right and left margin settings for each column based on
the number of columnsyou specify, and the left and right margin settings of the current ruler. In
addition, the minimum "gutter" space between columns (specified in the Current Document
Options Definition Menu) is used to compute the size of each column. The current page
margins are divided by the number of columns you selected, taking gutter space between
columnsinto consideration.

If you specify more columns than will fit within the current margins, a message is displayed
indicating that fact. Y ou can either extend the current page margins to accommodate the
number of columns you want, reduce the "gutter" space between columns, or specify fewer
columns.
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Entering Text in Columns

After you have defined an MCA you can use the keys in Table 9-1 to move around or to enter

textinit.
Table9-1
Ctrl F3 Move to the previous column
Ctrl F4 Move to the next column
Ctrl E Start a new column entry in alinked MCA

NOTE: Textinan MCA can be sorted with the Edit Sort Columns command. For more
information, see the discussion of Edit Sort in this chapter.

Document Columns Remove

Document Columns Remove is used to delete an entire MCA. Position the cursor in the MCA
you wish to delete and execute the command. Document Columns Remove deletes the entire MCA. To
delete only specific columns or entriesin an MCA, use Document Columns Edit.

IMPORTANT: Text contained in the MCA is permanently deleted when Document
Columns Remove is executed.

Document Columns Edit

Document Columns Edit allows you to add, move, or delete columns or column entriesin an
MCA. In addition, Document Columns Edit allows you resize the margins of one or more defined
column(s).

Document Columns Edit Add

Document Columns Edit Add is used to add one or more columns, or a single column entry to
an MCA. When you select Document Columns Edit Add, you must specify whether you want to add a
column to the MCA, or add an entry in the existing columns. Remember, a column entry consists of text
that is horizontally aligned (linked) in each column of an MCA. The following steps explain the process.
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STEP 1: Select Document Columns Edit Add.

STEP 2: Specify whether you want to add a column or an entry.

Column. If you specify that you want to add a column, the column definition ruler is
displayed above the MCA and the menu shown in Figure 9-5 appearsin the Control Areaof the
screen.

Figure 9-5. Column editing menu
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Position the cursor on the ruler where you want to insert a new column. Y ou can move the
existing columns to make room for the new column. Press F5 to shift columnsright of the
cursor to the left; press F6 to shift columnsright of the cursor to the right. To add a column,
press F7. ANGOSS then prompts you to enter the starting and ending positions for the new
column.

Entry. Document Columns Edit Add Entry is only available when you are working in alinked
column area. When the command is selected, space for a new entry isinserted directly below
the current entry.
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Document Column Edit Boundaries

Document Columns Edit Boundaries allows you to modify the margins or position of any
columninan MCA. When the command is sel ected, the definition ruler for the current MCA is displayed
above the columns and the cursor is placed on the ruler, allowing you to modify the margins. Move the
cursor to the column you want to move or resize. Then press one of the keysin Table 9-2.

Table 9-2

F3 Allows adjustment of the column’sleft margin. After pressing F3, use the
cursor keys to move the left margin to the new position

F4 Allows adjustment of the column’s right margin. After pressing F4, use
the cursor keys to move the right margin to the new position

F5 Shifts al columns to the right of the cursor one position to the left each
time you press F5

F6 Shiftsal columns to the right of the cursor one position to the right each
time you press F6

When you have completed resizing and repositioning columns, press F10.

Document Columns Edit Delete

Columns or column entries can be removed from an MCA by selecting Document Columns
Edit Delete. Any text contained in adeleted column or column entry islost when the command is
executed.

To delete an entry:

STEP 1: Select Document Columns Edit Delete.

An entry-marking menu appears and the current entry is highlighted. Use cursor keysto
highlight the entry or range of entries you wish to delete. Press F2 to drop a new anchor and
restart the marking process.

STEP 2: When the proper entry or entriesare highlighted, press F10.
The highlighted entries are del eted, and the MCA reforms.
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To delete acolumn:
STEP 1: Select Document Column Edit Delete.
STEP 2: When the marking menu appears, press F4 to enter column-marking mode.

STEP 3: Highlight the column or range of columns you wish to delete. Press F10.
The highlighted columns are deleted and the M CA reforms.

Document Columns Edit M ove

Document Columns Edit Move enables you to move either columns or entries from one
location to another within an MCA. Only columns can be moved in an unlinked MCA. Columns or
entries can be moved in alinked MCA. To move a column entry:

STEP 1: Sdlect Document Columns Edit M ove.

An entry-marking menu appears and the current entry is highlighted. Use cursor keysto
highlight the entry or entries you wish to move. Press F2 if you need to drop anew anchor and
restart the marking process.

STEP 2: When the proper entry or range of entriesishighlighted, press F10.

STEP 3: Specify a new location for thisentry.

M ove the highlighter to the position you want the entry to occupy, or type in the position
number. Then press Enter. For example, if you want the entry to be the third entry in the
MCA, typein the number 3. The MCA will rearrange accordingly.

To move a column:
STEP 1. Select Document Column Edit Move.

STEP 2: If you arein alinked MCA, press F4 to enter column-marking mode.

If you arein an unlinked MCA, only column-marking is available.

STEP 3: Highlight the column or range of columnsyou wish to move. Press F10.
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STEP 4: Specify a new location for the column or columns.

M ove the highlighter to the position you want the entry to occupy, or type in the column
number. Then press Enter. For example, if you want the moved column or columns to start at
the third column in the MCA, type in the number 3. The MCA will rearrange accordingly.

Document Dictionary

Document Dictionary is used to add hyphenation to an existing document, to check a document
for spelling errors, and to obtain synonyms and antonyms for specified words via an on-line thesaurus.
When you select Document Dictionary, you must specify whether you want to erase adictionary file,
hyphenate the current document, check for spelling errors in the current document, or access the
thesaurus.

Custom Dictionaries

Y ou can create your own dictionaries, called custom dictionaries. Jargon, product names, or
other wordsthat are unique to your industry or application can be put in a custom dictionary. In this way,
they are not always interpreted as potential errors. Y ou can add aword to acustom dictionary by pressing
F5 when the word is highlighted during a spell check. Y ou are then prompted to enter the name of a
dictionary to placeit in. If you enter a dictionary name ANGOSS does not recognize, it will ask if you
wish to create the dictionary. Custom dictionaries are assigned the extension .udc.

Asyou create new custom dictionaries, the names are automatically added to the list of custom
dictionaries on the Document-Options menus. These menus are accessed with Layout Document-Options
Current-Document or Layout Document-Options New-Documents. The custom dictionaries listed on the
Current Document Options menu will be used to spell check the current document. Custom dictionaries
listed on the New Document Options menu will be defaults available to al newly created documents.

To remove a custom dictionary from either list, place the pointer in front of the dictionary you
wish to delete, and press F3. To add adictionary to the list, type in the dictionary name. A maximum of
five custom dictionaries can be attached to each document.

Document Dictionary Erase

Y ou can erase a custom dictionary file with the follow steps.

STEP 1: Select Document Dictionary Erase.
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STEP 2: Enter the name of the dictionary file you want to delete.

When the command is executed, the file structure and al of the words contained in the
dictionary are permanently erased.

Document Dictionary Hyphenate

Use the following steps to add hyphenation to an existing document without changing the
margins, indentation, or line spacing.

STEP 1: Select Document Dictionary Hyphenate

STEP 2: Mark thelineor range of linesyou want to hyphenate.

A line marking menu appears at the bottom of the screen, but you can enter block-marking by
pressing any of the normal block-marking keys.

STEP 3: PressF10 or Enter.

Only text in the marked areais hyphenated and the document is reformed as necessary.

Document Dictionary Spellcheck

Document Dictionary Spellcheck is used to check your current document for spelling errors.
Y ou can use the spell checker by selecting Document Dictionary Spellcheck. An entire document, or any
portion of it, can be checked for spelling errors. During the check, each word in the document is
compared with the words in the dictionary and potential errors are flagged.

When you select Document Dictionary Spellcheck, you must specify whether you want the
results of the spell check to be written to afile or to the screen. A check written to afile proceeds quickly

and without interruption; a check to the screen allows you to interact with ANGOSS during the checking
process.

Document Dictionary Spellcheck File

The following steps provide a quick, unattended spell check on a document.

STEP 1: Select Document Dictionary Spellcheck File.

STEP 2: Highlight the portion of the document you wish to spell check.

Use of the menu marking keys makes this job easier (i.e. press F8 to highlight the entire
document.) Then press F10.
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STEP 3: Enter a namefor thefilethat will contain the spell check results.

No file extension is attached to thisfile. To place theresultsin afilein the current directory,
just enter the filename. To place thisfilein another directory, enter the entire path specification.
Press Enter to execute the command and begin the spelling check.

ANGOSS rapidly surveys the portion of the text you marked and writes the results to thefile.
Y ou can display the results of the spelling check by selecting File Load and entering the
filename you assigned to the file. An example of afile created with Document Spellcheck File
isshown in Figure 9-6.

Each line of the file lists the section, page, line, column number, and misspelled or
unrecognized word, enabling you to quickly locate the errors in the text of your document. At

the end of thefile, a Spell Check Summary lists the number of words checked and the number
of misspellings encountered.

Figure 9-6. Spell check file

E= Hindow 1

| (PR S S IO P ST 0 Y 0 AN S I U 8 DU SO DY S O S N
s1.1.11.29 Rumford

5s1.1.13.24 Conway

s1.1.14.206 Minsted

£1.1.15.28 Laconia

+1.1.16.28 Barre

»1.1.17.28 Fabyan

s1.1.18.24 Johnshury

SPELL CHECK SUMMARY

Nunber of words checked: 137
Number of mlssprllings: ?

L]

¥1 Help ¥F3 Find ¥S Replace F? Zoom F? Repeat
F2 Next menu F4 Goto Fé Font Select F8 Execute F10 Quit
Textflle: CHECK Sc:1 Pg:t Ln:1 Ps: 84 FN:8 Font:@ Insert ON

Document Dictionary Spellcheck Screen

The following steps provide an interactive spelling check.

ANGOSS Word Processor, 9 - 23



Document Commands

STEP 1: Select Document Dictionary Spellcheck Screen.

STEP 2: Highlight the portion of the document you wish to spell check.

Use of the menu marking keys makes this job easier (i.e. press F8 to highlight the entire
document.) Then press F10.

STEP 3: Thespell check begins. You can abandon the spell check at any time by pressing
Esc.

When a potential error is encountered, the checking process is temporarily halted. The suspect
word is highlighted and the reason for the check is displayed in the Control Area. Reasons a
word might be suspect include the double occurrence of aword or the occurrence of aword that
isnot contained in the dictionary being used.

A prompter listing suggested spellings for the highlighted word appears on the screen. Y ou can
replace the highlighted word with one of thewords in the prompter by moving the pointer to the
word and pressing Enter. If no alternative words are available, ANGOSS displays the
messageWor d m sspel |l ed. No suggested spellings. Figure9-7 showsa
prompter containing suggested spellings for the misspelled word "tomorrow."
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Figure 9-7. Suggested spellings

Although 38 years without a total eclipse over almost the entire
North American continent is quite unusual, in fact, 26 total solar

eclipses will occur during this interval. Howeuer, none can be
viewed from the United States or Canada. To date, B of the 26
eclipses have already occurred. 1 have included a mapped chart of

the total solar eclipses that will occur between now and August 21,
2817, (1 have just learned that this chart is unavajlakle te send
to you until {FIPIIM. 1 will forward it to you then.) As you can
see, the total eclips on July 11, 1991, will be visible from Many
locations In Mexico. Perhaps you can plan a trip to witness this
spectacular svent. 9

q

Again, thank you for your letter, Mr. Johnson. He are slways happy

to share our infurmation with other luvers of this phenomenun of
nature.

T Hindow 1 == e ==
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“ =% tomorrow tomorrows

Enter replacement text:
Hord misspelled.

F2 Replace all F3 Ignore F4 Ignore all FS Custom Fé6 Delete

F? Fdit word Words: 179

Carrections: A

NOTE: If no prompter of suggested spellings appears, you can enable this feature by
executing Tools Preferences Wordprocessor and specifying Y es at the Cor r ect i on

I nf ormat i on: item. If you do not wish to enable this feature, you can still obtain spelling
alternatives by pressing F8 each time a misspelled word is encountered.

Table 9-3 lists the keys that are available to you during an interactive spell check.

Table 9-3
F2 Replaces all occurrences of the currently highlighted word. If you typein
areplacement it will be used, if not, the word the arrow in the prompter is
pointing to will be used as the replacement
F3 Ignores this occurrence of the word
F4 Ignores all occurrences of the word throughout the document
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F5 Adds the word to a custom dictionary

F6 Deletes the word from the document

F7 Places a copy of the word in the Control Area and allows you to edit it.
Press Enter and the edited word is placed in the document

IMPORTANT: If you use F2 to replace adl occurrences of the misspelled word, the
replacements are done asthey are encountered. If the spelling check is aborted, any occurrences
not yet encountered are not corrected.

ThelgnoreAll Buffer

Every timeyou press F4 to tell ANGOSS to ignore all future occurrences of aword, that word
isplaced in abuffer. The buffer is retained even after spell checking is completed. The buffer is
automatically cleared only when you exit the Word Processor, or spell check a different document. If you
spell check along document repeatedly, without leaving the Word Processor or spell checking another
document, the total length of all words marked "ignore all" can fill up the buffer.

An error message will be generated if you try to enter another word in afull buffer. Between
spell check sessions, you can clear this buffer by pressing Alt F9. You will be prompted Er ase
i gnore buffer? (y/n).PressY toclear the buffer.

NOTE: Any words you mark as "replace all" are also placed in a buffer, but that buffer is
cleared after each spell check session.

Spell Check Summary

Asthe spell check proceeds, ANGOSS monitors its progress on the bottom line of the screen.
The number of words examined and the number of corrections that have been made to the document are
shown. When the spelling check is completed, a Spell Check Summary is displayed, as shown in Figure
9-8.
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Figure 9-8. Spell check summary

" Sincerely,q H

SPELL CHECK SUMMARY |

Humber of words checked: 254
Number of corrections made: 1
Humber of words added to custom dictienaries: a
Press any key to continue.
Document: lettar Sc:1 Py:1 Ln:44 Ps:5 FN:8 Font:8 Insert ON

Quick Keys

The following Quick Keys allow you to quickly perform interactive spell checks on specific

parts of your document.

Table 9-4. Quick Keys

Alt F2 Executes Document Dictionary command. Y ou must then specify whether
you want to delete a custom dictionary file, hyphenate a document, spell
check a document, or use the thesaurus

Alt F3 Spell checks the current word

Alt F5 Spell checks the remainder of the document, from the cursor to the end of
thefile

Alt F6 Spell checks the entire document from beginning to end

Document Dictionary Thesaurus

The thesaurus is used to obtain alternative words or phrases for existing words in your
document. The following steps explain how to use the thesaurus.

STEP 1: Select Document Dictionary Thesaur us.
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STEP 2: Movethecursor to theword you want to look up. Press Enter.

The thesaurus is based on root words. If you select aword that is a derivative of another word,

ANGOSS displays a prompter list of possible root words.

STEP 3: If theroot word prompter appears, move the pointer to theroot word that is

most appropriate for theword you are researching and press Enter.

After choosing aroot word, or if the word is not a derivative of another word, alist of possible
meanings for the word you are researching appears. Figure 9-9 shows the meanings displayed

after marking theword "sequence.”

Figure 9-9. Meanings for the word sequence.

States or Canada.

Although 38 years without a total eclipse ouver alMost the entire
North AMerican continent is quite unusual, in fact, 26 total solar
eclipses will occur during this interval. Huwever, none can be
viewed from the United States or Canada, To date, 8 uf the 26
eclipses have already occurred. [ have included a wapped chart of
the total solar eclipses that will ocrur bhetwesn now and August 21,
26817, MNetice frow the TLTTIIT) of dates, that the total eclipse on
July 11, 1991, will be visible from many locations in Mexice.
Perhaps you can plan a trip to witness thls spectacular ewvent.

Hindow 1 R —
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Rgain, thank you for your letter, Mr. Johnson. MWe are always happy

to share our information with other lovers of this phenomencon of

nature.
=~ WMeanings o 1
” == sucrcession resul t series "

Enter replacement text:
Meanings for "sequence" Part of Speech: noun
F2 UView synonyus F3 Replace Fd Thesaurus F3 Antonyms Fé Original word

From this "meanings" list, you can find synonyms, antonyms and additional meanings for the
word you have marked. Table 9-5 lists quick keysthat initiate actions from the "meanings"
menu. Move the pointer to the meaning you are interested in researching before pressing the

quick keys.

ANGOSS Word Processor, 9 - 28




Document Commands

Table 9-5

Enter Moves the word at the pointer to the command line and alowsyou to edit
it. Thisis helpful if the word needs minor changes, such as changing it
from singular to plural. After editing the word, press Enter again and the
word is placed in your document

F2 Displaysalist of synonymsfor the word at the pointer. Once any other list
is displayed, you can press F2 to return to the meanings list

F3 Replaces the word in your document with the word at the pointer

F4 Displays an additional meanings list for the word at the pointer.

F5 Displays alist of antonyms for the word at the pointer

F6 Returnsto the origina "meanings" screen. Thisis particularly helpful
since you can go several levels deep, exploring meanings, synonyms or
antonyms of various words

Figure 9-10 illustrates alist of synonyms for the meaning series.
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Figure 9-10. Listing of synonyms

Hindow 1
E[?:>:>.>.D:6.'l].
States or Canada.

Although 38 years without a total eclipse over almost the entire
North American continent is quite unusual, in fact, 26 total solar
eclipses will occur during this interval. However, none can be
viewed from the lUnited States or Canada. To date, B of the 26
eclipses have already occurred. [ have included a mapped chart of
the total snlar eclipses that will orcur between now and August 21,
2017, HNotice from the JLIITYY] of dates, that the total eclipse on
July 11, 1991, will be visible from many locations in Mexico.
Perhaps you can plan a trip to witness this spectacular event.

Rgain, thank you for your letter, Nr. Johnson. MWe are always happy
to share our inforwation with other lavers of thisx phenomenon of

nalure.
(— Synonyms
=¥ arrangement array chain classification
distribution order placement string

Enter replacement text;
Synonyms for “"sequence® meaning “series® Part of Speech: noun
F2 Return to wmeanings F3 Replace Fd Thesaurus Fé Original word

Document Find

It is often necessary to search a document for a specific series of characters, called a string.
Document Find locates a text string. The following steps explain the procedure.

STEP 1: Select Document Find.

STEP 2: Enter thetext string you wish to find, and press Enter.

Y ou can enter up to 50 characters. A question mark (?) will match any character. For example,
"move?’ would match "mover," "moves," and "moved.” ANGOSS automatically insertsdouble
quotation marks (") around the search string. If you want to search for astring that has aleading
or trailing space, include the space when you type the search string.

ANGOSS Word Processor, 9 - 30



Document Commands

STEP 3: Enter search optionsto control how your document is sear ched for the specified

string.

Up to ten options can be entered at the prompt. A list of available optionsis displayed at the
bottom of the screen, as shown in Figure 9-11.

Figure 9-11. Document Find search options

lnited States or Canada.

Although 38 years without a total eclipse over almost the entire
North AMerican continent is quite unusual, in fact, 26 total

Enter search options ["F"): _

Forward Backward GlobLal Ignore case Whole word Mark text

The following table gives an explanation of each search option:

Table 9-6
Option Action
F Search forward from the current cursor position to the end of the file
B Search backward from the current cursor position to the beginning of the file
| Ignore the case of the character string during the search
W Search for whole words only
M Search an area of the document you mark
G Search from the beginning of thefile, regardless of cursor position
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These options can be combined to specify the scope of a search. Y ou can a so enter a number
after the search option character(s) to instruct ANGOSS to find a specific occurrence of the
character string.

For example, FI9 instructs ANGOSS to search forward from the cursor for the ninth
occurrence of the string, ignoring its case. When the ninth occurrence is located, the cursor is
positioned at the beginning of the string and the search stops.

If the string is not found, the message Text " xxx" not found. isdisplayed.

The text string you are searching for and the search options are stored in buffers, becoming
"default” values for subseguent uses of Document Find. To accept a displayed default value,
press Enter in response to the prompt. To change the value, enter the desired text or option.

Repeating a Search

Executing Document Find will take you to only one occurrence of the search string. To go on to
the next occurrence, press F9 to repeat the last command. If you have executed another command since
Document Find, use Alt R to repeat the last search. When you press Alt R, ANGOSS repeats either the
last Document Find or the last Edit Replace command, whichever command was executed more recently.

Finding or Replacing Special Char acters

Y ou can also search documents for special characters such as tab characters or paragraph
marks. At the prompt Ent er sear ch text:, enter %T to find Tab marks or %P to find paragraph
marks. Since the percent sign has special meaning in search commands, you must enter two percent signs
(%%) if you ever want to search for a percent sign.

Document Goto

Document Goto allows you to move your cursor to a new location, either within the same
document or in adifferent, active document. If the cursor moves to a different window, that window
becomes the current window. Likewise, if the cursor moves to a different document, that document
becomes the current document. When you select Document Goto, you must specify whether you want to
move to a different window, to a different document, to a marker, or to alocation.

Document Goto Window

The following steps explain how to moveto adifferent window. In order to moveto a different
window, you must have split the document window into one or more windows.
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STEP 1. Select Document Goto Window.

STEP 2: Enter the number of thewindow you want to moveto and press Enter.

The window you specify becomes the current window. When the document border is toggled
on in multiple windows, the current window (the window containing the cursor), displays a
double-line border while al other windows display a single-line border.

Document Goto Document

active.

The following steps explain how to moveto a different document when multiple documentsare

STEP 1: Select Document Goto Document.
A prompter list of active files appears.

STEP 2: Enter or select the name of the active document you want to move to and press
Enter.

The document you move to becomes the current document. Only documents that are currently
in background memory can be accessed using Document Goto Document. The document must
have been loaded, using File Load, at some point during the current word processing session. If
a document has been unloaded, it is no longer active.

Document Goto Marker

The following steps explain how to move to a marker in the document.

STEP 1: Select Document Goto Marker,

A prompter listing the markers in the current document are displayed.

STEP 2: Typethe desired marker name, or select it from the prompter.

The cursor then moves to the character location in the document where the marker is located.

Document Goto Location

When you select Document Goto Location, ANGOSS prompts Ent er a new cur sor

| ocat i on: , alowing you to move the cursor to a new document, section, page, line, or column.
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NOTE: Only documents that are currently in background memory can be accessed using
Document Goto Location. The document must have been loaded, using the File Load command, at some
point during the current session. If a document has been unloaded it is no longer active.

Document. To move the cursor to a different document, enter the name of the active
document and press Enter.

Section. To movethe cursor to adifferent section, enter S, the number of the section you want
to move to, and press Enter. For example entering S2 takes you to section 2 of the document.

Page. To move the cursor to a different page, enter p, the number of the page you want to
move to, and press Enter. For example, entering p23 takes you to page 23.

Line. To move the cursor to a different line, enter |, the number of the line you want to move
to, and press Enter. For example, entering 119 takes you to line 19 of the current page.

Column. To move the cursor to a different column (character position) in your document,
enter €, the number of the column you want to move to, and press Enter. For example,
entering €29 takes you to the 29th column on the current line in the document. If the current
text line is shorter than the column number you specify, the cursor will be moved to the end of
theline.

Combination Specification. A combination specification can also be entered to move the
cursor to a new location. Document, section, page, line, and column delimiters can be strung
together, enabling you to specify the exact location to move to in a particular document.

There are two methods availabl e for entering a combination specification. Y ou can separate the
entities of the specification using periods, or you can enter the identifying characters described
above. For example, to move to section 3, page 5, line 20, column 5 in your current document,
you can enter $3.5.20.5 or s3p5120c5 in response to the Ent er a new cur sor

| ocat i on: prompt. To move to section 1, page 2, line 10, column 15 in the active document
"adoc," you can enter adoc.s1.2.10.15, adoc.1.2.10.15, or adoc.s1p2[10c15.

No designation isrequired if you are retaining the current "value" for an entity when entering a
combination specification. For example, to moveto adifferent page in the current section of the
current document, you do not need to enter a document or section specifier. If the cursor is
currently on line 1, column 1 on page 10 in section 2 of adocument named "letter”, enter
p3110c25 or p3.10.25 in response to move to line 10, column 25 on page 3 in the same
section of the "letter" document.
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Likewise, you do not need to specify a designation if you want the value of an entity to be " 1."
For example, if you want to moveto line 1, column 1 of a particular page, you do not need to
enter aline or column specifier. If the cursor is currently on page 10 in section 2 of a document
named “letter”, enter S1p3 or s1.3 to moveto line 1, column 1 on page 3 in section 1 of the
same document.

When page numbering is continuous across section breaks, you can moveto apagein a
different section of your document without specifying the section number.

Marker specifications can also be combined with document specifications using the Document
Goto L ocation command. For example, entering test.introinresponsetothe Ent er a new
cursor | ocation: prompt movesyour cursor to the marker "intro" in the active document
—

Document M ath

Document Math is used to cal culate aformula or total a series of numbersin a document.

Document Math Formula

Document Math Formula allows you to obtain the result of aformula contained in your
document. A formulamay contain numbers, parentheses, the operators "+," "-," "*," and "/", and
ANGOSS functions. (Refer to ANGOSS Formula Reference Guide for additional information on
ANGOSS formulas and functions.) The formula must reside on one line. Termination of the formulais
indicated by either an equal sign (=) or the end of the line on which the formula resides.

Select Document Math Formula. Move the cursor to the starting character of the formula and
press Enter.

The result of the formulais stored in memory until another Document Math command is
executed, or until you exit ANGOSS Word Processor. The result of the formula can be inserted at the
cursor position in any active document, by pressing Ctrl C when in Text Entry Mode.

Document Math Sum

Document Math Sum allows you to calculate totals of columnar or linear numbers.

STEP 1: Select Document M ath Sum.
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STEP 2: Mark the numbersyou want to total and press F10 or Enter.

The sum of the numbersis stored in memory until another Document Math command is
executed or until you exit ANGOSS Word Processor. The result can be inserted at the cursor position
within any active document, by pressing Ctrl C when in Text Entry Mode.

Document References

Document References provides numerous features to enhance the effectiveness and
professionalism of your documents. The addition of footnotes, an index, and a table of contents are dl
possible using Document References. Paragraph numbersin three different numbering styles are also
available.

When you select Document References, you must specify whether you want to access the
footnote, index, marker, paragraph-numbering, or table of contents feature.

Document Refer ences Footnote

The placement and numbering scheme of footnotes for each document is determined by
settings on the Current Document Options Definition Menu. This menu is accessed with the Layout
Document-Options Current-Document command. Footnotes can be continuously numbered throughout
the document or numbering can be restarted at page or section boundaries. In addition, footnotes can be
placed at the end of each page, at the end of each section, or at the end of the document.

Footnote numbering is automatically maintained by ANGOSS, based on the numbering scheme
and placement option selected. If footnotes will be numbered consecutively throughout the document, or
placed at the end of the document, a new footnote inserted in the middle of a document causes all
following footnotes to be renumbered. However, if you have chosen to restart the footnote numbering at
each page or section, only footnotes subsequent to the new entry and prior to the page or section bresk are
renumbered.

The font used for the footnote reference numbers inserted into a document is specified on the
Document-Options menu. This menu is accessed by Layout Document-Options Current-Document or
Layout Document-Options New-Documents. By default, the font for this purpose is font #1. It comes
predefined as a standard 10 point superscript font. If you edit font #1 or whichever font you specify for
this purpose, your footnote references may appear different than you expect.
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Document References Footnote Insert

The following steps explain how to create afootnote.

STEP 1. Select Document References Footnote I nsert.

ANGOSS displays afootnote input screen containing ten blank lines. The cursor is placed in
column 1 of thefirst footnote line. Themessagel nsert text for footnote. Press
F10 when fi ni shed. isdisplayedinthe Control Area

STEP 2: Typein thefootnote text.

A maximum of 255 characters of footnote text can be entered on each line. If you attempt to
print a document with footnote lines that contain more characters than your printer can handle,
or if your footnote lines extend beyond the right boundary of your document, the printed
footnote text is truncated.

Word wrap is not available when entering footnote text. The text does not move to the next line
when you reach the end of the current line. Y ou must press Enter to move the cursor to the
beginning of the next footnote line.

STEP 3: After you havetyped all the footnote text desired, press F10.

The footnote text is then stored, the footnote input screen disappears, and the appropriate
footnote number is inserted at the current cursor position in the document. The footnote text is
stored with the current document the next time the document is saved.

Changing Fontsin Footnotes

Footnote text can be printed in various fonts by entering afont specification code as part of
your footnote text. A code sequence controls the footnote text immediately succeeding it, either until the
end of the footnote, or until anew control sequence is encountered. The format for inserting font control
codesis %[#BU]. The # represents any valid font number. An uppercase B turns boldfacing on, and a
lowercase b turnsit off. An uppercase U turns underscoring on, and alowercase u turnsit off. Figure 9-12
shows a footnote entry that contains font change code sequences.
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Figure 9-12. Footnote with font control codes
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Enter & waximum of 10 lines of footnote text.

Copying and M oving Footnotes

If you copy ablock of text that contains afootnote reference number, the reference is preserved
in the copied text and the duplicated text is assigned another footnote number. The number assigned to
the duplicated text depends upon where in the document the text was copied and the footnote numbering
sequence specified on the Current Document Options Menu. If the duplicated text is placed in front of the
original footnote reference, the original footnote number is al'so changed.

If you move ablock of text containing afootnote reference number, the reference is preserved
with the relocated text. The footnote is renumbered depending upon where in the document the text was
moved.

Document Refer ences Footnote M odify

The following steps describe the process for editing footnote text.
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STEP 1: Within the document, position the cursor on thereference number of the
footnote you want to modify.

STEP 2: Select Document References Footnote M odify.

The footnote input screen for the corresponding footnote reference number isthen displayed. If
the cursor is not positioned on a footnote number before you select the command, ANGOSS
searches for the footnote from the current cursor position to the bottom of the Document
Window. If no footnote reference number is displayed in this area, an error message is
generated.

STEP 3: Modify the footnote text.

STEP 4: After the desired changes have been made, press F10.

Deleting Footnotes

Several methods can be used to remove a footnote number from adocument and del ete the
footnote text associated with the footnote number. Y ou can del ete the footnote reference number
displayed in the text. Or, you can remove a footnote by modifying it and deleting all the text contained in
the footnote itself.

Document References | ndex

The Document References Index command provides a method for marking text as index items,
typing index entries for the index items, and automatically generating an index.

The format, style, and appearance of a generated index is determined by the settings on the
Current Document Options menu. This menu is accessed by selecting Layout Document-Options
Current-Document. Index margins, the style and placement of a phabetic headings and page numbers, the
inclusion of section numbers with the page numbers, and the style and format of primary and subordinate
entries are al dependent upon the settings on this definition menu.

Document References Index Add

Document References Index Add is used to designate a portion of text in a document to be
referenced by an index entry. The wording of each index entry can be taken exactly from the marked
document text. In many cases however, you will wish to type in a unique word or phrase for the index
entry instead of using the document text. The following steps explain the procedure.
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STEP 1: Position the cursor in or near the text you want referenced by an index entry.
STEP 2: Select Document References|index Add.

STEP 3: Highlight the text you want referenced by theindex entry.
Theprompt Ent er | ndex Entries: isdisplayed.

STEP 4: Determine what the actual index entry will be.

Press Enter if you want the index entry to be taken from the marked document text. If you
prefer a different word or phrase to be the index entry, typeit in at the prompt. The following
characters are important in index entries, whether you use document text or your own entries.

Table 9-7

The colon is used to separate primary and subordinate index entries

/ The dash will separate multiple listings for the same marked text

The following discussion explains the use of these characters more completely.

Subordinateentries

Index entries can be referenced as primary or subordinate entries. If you press Enter to accept
marked text as your index entry, or type in a unigue phrase, the index entry will be a primary one. To
create a subordinate index entry, you must separate primary and subordinate phrases with a colon (:).

For example, if you mark the phrase "custom dictionary" in a document and you want it to
appear in the index as a subordinate entry under the primary entry cr eating, you must enter creating: in
response to the prompt.

If you want to type in your own index entry, you must type in primary and secondary entries
separated by a colon. For example, cr eating:custom dictionary Both these examples will result inthe
index entry displayed in Figure 9-13.
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Figure 9-13. Primary and subordinate index entry
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Multiple references

Marked text can also be referenced by multiple index entries by separating each reference with

aslash (/). For example, if "custom dictionary” was marked in the document you might want it to be
referenced under the primary headings cr eating, editing and spell checker. To accomplish this, type
increating:/editing:/spell checker: attheEnt er | ndex Entri es: prompt. Figure9-14 shows

what the resulting index entries would look like.
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Figure 9-14. Multiple index entries
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Again, if you typein your own entry you can still specify multiple listings. Again, let's assume
"custom dictionary” is marked. Y ou could enter cr eating: custom dictionaries/editing: custom
dictionaries/spell checker:custom dictionariesas an index entry, or custom dictionaries/
creating:/editing:/spell checker: to obtain multiple index entries.

If adash isentered as either thefirst or last character in a multiple entry, the marked text is
automatically referenced as a primary entry. Thus, if "custom dictionary” is highlighted and you enter
either /creating:/editing:/spell checker: or creating:/editing:/spell checker:/ in response to the
prompt, in addition to the three subordinate entries for " custom dictionary,” you would a so get a primary
entry for "custom dictionary," as shown in Figure
9-15.

NOTE: If you want to enter an index entry that contains a colon (:), you must enter double
colons (::) Otherwise, ANGOSS interprets a single colon as an instruction to create a subordinate entry.
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Figure 9-15. Subordinate and primary entries
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ANGOSS surrounds a designated index item with theindex marks right and lft. The display of
these marks in your document can be toggled on or off using Document Visible Marks Index. Figure 9-16
shows the phrase " custom dictionary" surrounded by index marks.
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Figure 9-16. Index marks
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Document References |ndex Edit

Existing index entries can be edited by using the Document References Index Edit command.
To edit an index entry, position the cursor on the index item in your text that is referenced by theindex
entry you want to change. Then select Document References Index Edit. Any index entriesthat reference
the selected index item are then displayed in the control area of the screen.

Y ou can delete an entry by moving the cursor to the entry you want to delete and using Del or
Backspace to erase each character in the entry. New listings can be added by following the standard
conventions used when adding an index entry. M odifications can be made to an existing entry by typing
over the displayed text, or adding or deleting characters as needed. These modifications will affect the
entriesin the index next time it is generated.

Copying or Moving

If you copy ablock of text containing an index item, the index reference is retained in the
original text and also appearsin the duplicated block of text. Y ou can then delete one of the index
references, if desired. If both references are left intact and the references appear on different pages or
sections of your document, two listings will exist for the index item the next time an index is generated.
Y ou may wish to edit the index to combine them into one listing.
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If ablock of text containing an index item is moved, the index reference is moved with the text.
The relocation of the index reference will be reflected in the index the next time it is generated.

If you copy or move ablock of text that causes text marked as an index item to be split, the
index reference is left intact in the origina text and does not appear in the duplicated text.

Document References |ndex Generate

Document References Index Generate is executed to generate an index based on the index

entries you have specified.

The generated index is placed at the end of the current document, separating it from the rest of
the document by a section break. Figure 9-17 shows an example of a generated index.

Figure 9-17. Generated Index
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A generated index can be edited in the same manner as any other part of adocument. However,
any manua editing done to the index will not be retained if the index is subsegquently regenerated. In
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addition, if you make any changesto existing index entries in a document, these changes will only be
reflected in the index if it is regenerated.

If you do regenerate the index, the new one will overwrite the old one unless you have moved it
from the end of the document.

Document Refer ences | ndex Remove

Document References Index Remove is used to "unmark” index items in the document and
subsequently eliminate all index entries that reference that text. To remove the marks, position the cursor
on the text surrounded by the marks and execute the command. Both the marks and the index entries
referencing the text are eliminated. Y ou can also delete an index item and its accompanying index entries
by using Del to delete either of the index marks.

Document References M arker

Document References Marker is used to assign names to selected characters in your document.
This enables you to move directly to a character marker, using the Document Goto M arker command,
without knowing the exact location of the marked character. When you select Document References
Marker, you must specify whether you want to add, remove, or view a marker.

Document References Marker Add
The following steps explain how to create a marker.

STEP 1: Movethecursor to the position in the document wher e you want to create a
mar ker

STEP 2: Select Document ReferencesM arker Add.

STEP 3: Enter anamefor thismarker. PressEnter.

A marker name must begin with aletter, be a maximum of eight characters, and be unique for
the current document. If you enter a marker name that is already in use in the document, the
message Mar ker i s already in use. isdisplayed. Markers are not displayed on the
screen and do not appear on printed documents.

If you copy text that contains a marker, the marker is retained in the original text but does not
appear in the duplicated text. If you move text that contains a marker, the marker is moved with
thetext. If you delete the character associated with a marker, the marker is also deleted.
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Document References Marker Remove

A marker can be removed by deleting the text associated with it or with the following steps.

STEP 1: Select Document References M arker Remove.

A prompter appears displaying all markersin the current document.

STEP 2: Enter or select the name of the marker to be deleted.

Document References Marker View

Document References Marker View scrolls through the current document, stopping at each
occurrence of amarker. Text is searched from the current cursor position forward until a marker isfound.
When a marker is found, the cursor is positioned on the character associated with the marker and the
name of the marker isdisplayed in the Control Area. To scroll to the next marker, press Enter. To abort
the process, press ESc. If you press Enter and no more markers are contained in your document, the
message No mar ker s found isdisplayed.

Document Refer ences Par agraph-Number

Y ou can assign a numbering sequence to the paragraphs in a document by selecting the
Document References Paragraph-Number command. Paragraph numbering is the way outlines and other
structured documents are created in ANGOSS.

Number Styles

A setting on the Current Document Options Menu determines whether Outline, Legal, German-
Legal, or Paragraph style is used for numbering in the current document. To change the numbering style,
select Layout Document-Options Current-Document. Under the Paragraph Numbering heading, select
the numbering style you desire. Figure 9-18 illustrates three numbering styles. Note that the format of
German-Legal issimilar to Legal except that there is no punctuation after first level numbers.
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Figure 9-18. Numbering styles

1.» This is an example of the Legal style of automatic
paragraph numbering. This is a leuvel one number.

1 1.1 This ic still the Legal style of numbering.
This is a level two number.

1 1 1.1.1p This is level nuwber three of the
Legal style of numbering.

1 1 1 1.1.1.1» This is level number four
of the Legal style of numbering.

1.» This is an sxample of the Paragraph style of automatic
paragraph nuubering. This is a level one number.

1 a. b This is still the Paragraph style of
nuwbering, This is a level two number.
1 1 i» This is level number three of the
Paragraph style of numbering.
1 1 1 » This is level number four
of the Paragraph style of
numbering.

[.» This is an example of the Outline style of automatic
paragraph numbering. This is a level one number.

1 A This is still the Qutline style of nusbering.
This is a level two number.

1 1 1 This is level number three of the
Outline style of numbering.

1 1 1 a)r This is level number four
of the Outline style of numbering.

Number Position

Also under the Par agr aph Nunber i ng heading on the Current Document Options
Definition menu are two other settings. Y ou can specify whether you want paragraphs numbered
consecutively throughout the document, or numbering to restart at each section boundary. Here you can
also specify how the paragraph number is separated from the paragraph text. The text of a paragraph can
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immediately follow the paragraph number with no space between number and text. Or, the number can be
separated from the text of the paragraph by inserting a single space, atab or by block indentation of the
entire paragraph of text.

Document References Paragraph-Number Insert

Paragraph numbers are inserted by selecting the Document References Paragraph-Number
Insert command or the Quick Key Shift F8. When the command is selected, you must specify whether
you want to use the automatic or fixed method of numbering.

The insertion of a new paragraph number in a document (or section, if paragraph numbering is
restarted at section breaks) causes any subsequent, existing paragraph numbers to be automatically
renumbered. However, references to other paragraph numbers you typed into a paragraph will not be
updated. Only paragraph numbers inserted with Document Reference Paragraph-Number commands are
affected by the renumbering.

The Automatic Method

Theleve of an automatically inserted number fluctuates depending on the number of indent
tabsthat precedeit. If one or more indent tabs are inserted or deleted to the left of anumber, the number’s
level automatically changes. If text or regular tabs are entered to the left of an automatic paragraph
number, it is automatically converted to a“fixed" paragraph number.

The Fixed Method

Thelevel of afixed paragraph number is stationary, regardless of the number of indent tabs that
precedesit. If one or more indent tabs are inserted or deleted to the left of a paragraph number generated
by the fixed method, the number’s level remains unchanged.

I nserting a Par agraph Number
The following steps assign a number of a particular heading level to a paragraph.

STEP 1: Placethe cursor in the paragraph to be numbered.
STEP 2: Select Document Refer ences Par agraph-Number I nsert.

STEP 3: Specify whether you want the number to befixed or automatic (see previous
discussion).

STEP 4: Enter aheading level from 1 to 15.
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The appropriate heading level is placed in front of the paragraph in the style and format
specified on the Current Document Options menu.

The heading level of a particular automatically-numbered paragraph can be quickly
renumbered by changing the number of indent tabs in front of it. To change a number to a
higher number, place the cursor on an indent tab and press Del. To change anumber to alower
heading level, place the cursor on one of the indent tab marks and press Ctrl T.

Document Refer ences Par agraph-Number Remove

Document References Paragraph-Number Remove is used to delete a paragraph number from a
document. Del and Backspace can aso be used to remove a paragraph number. When the number is
deleted, any indentations or tabs associated with the number’s level are unaffected.

Document References Toc

For many word processing applications, atable of contentsisan essentia referencefor finding
particular sections or topics within along document. However, to manualy create atable of contents can
be along, time-consuming process. The Document References Toc command provides an easy method
for designating wordsin your text as table of contents entries and automatically generating a table of
contents based on the entries you have marked.

Theformat, style, and appearance of agenerated table of contents is determined by the settings
on the Current Document Options menu. This menu is accessed by selecting Layout Document-Options
Current-Document. Margins for the table of contents, the style and placement of page numbers, the
inclusion of section numbers with the page numbers, and the style and format of the table of contents
entries and levels are all dependent upon the settings specified in this definition menu.

Document References Toc Add

Document References Toc Add is used to designate document text as a table of contents entry
and assign it a heading level. The table of contents liststhe marked entriesin a "first encountered, first
listed" order. Therefore, entries that you want to be subordinate to other entries must occur later in your
document text than the related, "higher-ranking” entries. The following steps explain the entry-marking
process.

STEP 1: Position the cursor on the text you wish to make a table of contentsentry.
STEP 2: Select Document References Toc Add

STEP 3: Highlight thetext that will bethe entry. Press F10.
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STEP 4: Enter anumber from 1 - 5to determine the heading level for thisentry. An
example of the different heading levelsis shown below.

Example:

TABLE OF CONTENTS
CHAPTER . INTRODUCTION (Heading Level 1)
ANGOSS Word Processor (Heading Level 2)
Features and Capabilities (Heading Level 3)
Multiple Windows (Heading Level 4)
Splitting Windows (Heading Level 5)
Closing Windows (Heading Level 5)
Graphicsin Documents (Heading Level 4)

The wording of the heading will appear in the table of contents exactly the same as the marked
text appearsin the document. Thisincludes capitalization and punctuation.

Once you mark document text to be atable of contents entry, it is surrounded by table of

contents marks. (195 and 1180) The display of these marks in your document can be toggled
on or off using Document Visible Marks Toc. Figure 9-19 shows the words "FOOTNOTES,"
"Numbering," and "Fonts" surrounded by table of contents marks.
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Figure 9-19. Table of contents marks
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Document References Toc Generate

After marking entries in the document, select Document References Toc Generate to generate
the table of contents.

ANGOSS places the generated table of contents at the end of the current document, separating

it from the rest of the document by a section break. Figure 9-20 shows an example of a generated table of
contents.
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Figure 9-20. A generated table of contents
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A generated table of contents can be edited in the same manner as any other part of a document.
However, any manua editing done to the table of contents will not be retained if Document References
Toc Generate is executed subsequent to the editing. In addition, if you add any new entries using the
Document References Toc Add command, these additions are not reflected in the table of contents unless
itisregenerated subsequent to the entry additions.

If you do regenerate the table of contents, the new one will overwrite the old one unless you
have moved it from the end of the document.

Editing Toc Entries

If you edit text marked as atable of contents entry, or if you move ablock containing marked
text, the changes are automatically reflected in the table of contentsthe next time it is generated. If you
copy ablock of text containing an entry, the TOC marks are kept with the new entry and it is reflected in
the table of contents. If, however, you move or copy ablock of text that causes the marked table of
contents entry to be split, the corresponding heading will consist of only the marked text that remained in
the origina location. The portion of the marked text that was moved or copied will no longer be
referenced by atable of contents heading when the table of contentsis next generated.

Document References Toc Remove

To "unmark” table of contents entriesin your document, position the cursor on the text
surrounded by the marks and execute Document References Toc Remove. Y ou can aso delete either of
the table of contents marks. The table of contents heading that references that text is eliminated the next
time the table of contentsis generated.
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Document Send

Document Send is used to transfer information from an active Word Processor document file or
textfileto ANGOSS Communications, ANGOSS Database, or ANGOSS Spreadsheet. When you execute
Document Send, ANGOSS exits the Word Processor and enters the module that you have selected to
receive the information.

When you select Document Send, you must specify the ANGOSS module you want to receive
the information. After entering the name of the fileto send, the prompt Ent er proj ect file for
next application: isdisplayed. To execute aproject file immediately upon entry to the module
you are sending the file to, enter the project file name. If you do not want to automatically execute a
project file, press Enter in response to the prompt. The file is then sent to the module you specified, the
current module is unloaded and the destination module is loaded.

Document Send Communications

Select Document Send Communications to send a Word Processor file to ANGOSS
Communications. Then specify whether you want to send the information as atextfile or adocument file.

Document Send Communications T ext

If you select Document Send Communications Text, the Word Processor file is sent to
ANGOSS Communicationsin an ASCI| textfile format, regardless of whether the word processing fileis
adocument file or atextfile.

Document Send Communications Document

Select Document Send Communi cations Document to send the Word Processor filein its
current file format to ANGOSS Communications. For example, if you send a document file using this
option, the file is sent to ANGOSS Communications in the document file format. If you send atextfile
using this option, thefileis sent in ASCII textfile format.

Send Database

Select the Document Send Database command to send a Word Processor file to ANGOSS
Database. ANGOSS then promptsyou to Ent er t he docunment or textfile nane: forthe
fileto send. A Word Processor file is sent to ANGOSS Database in an ASCI| textfile format, regardless
of whether the word processing file is adocument file or atextfile.

COMMENT: A blank space constitutes the end of a character string "group.”
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When the Word Processor fileis received in ANGOSS Database, the datais displayed in
"fields" and "records." Each word or character string "group” of the word processing fileis translated into
a Database field. Each line of the word processing file is translated into a Database record. The record
structure for the Database file (i.e., the number of fields available in each record) is determined by the
first line of the word processing file.

For example, if the first line of the word processing file contains 4 words, the record structure
for the Database file is established as having 4 fields. If the second line of the word processing file
contains 10 words, the record structureis still restricted to only 4 fields; the remaining 6 wordsarelost in
the second record.

Y ou can format the Word Processor file, prior to sending it to the Database, so that more than a
single word or character string group is included in a Database field. The word processing file should be
formatted in the following manner:

e The data to be contained in each Database record should be entered on a separate line,
terminated by a carriage retufargter).

* A blank space$pacebar) should separate the data to be contained in each Database
field.

« Datathatis to be interpreted as a text field in the Database file should be surrounded by
quotation marks in the word processing file.

For information on ANGOSS Database field types and record structures, rAfNGOSS
Database.

Send Spreadsheet

Select Document Send Spreadsheet to send a Word Processor file to ANGOSS Spreadsheet.
ANGOSS then prompts you Ent er t he document or textfile nane: forthe file to send.
A Word Processor file is sent to ANGOSS Spreadsheet in an ASCII textfile format, regardless of whether
the word processing file is a document file or a textfile.

COMMENT: A blank space constitutes the end of a character string "group.”

When the Word Processor file is received in ANGOSS Spreadsheet, the data is displayed in
"rows" and "cells." Each word or character string "group" of the word processing file is placed in a
separate Spreadsheet cell. Each line of the word processing file is placed in a separate Spreadsheet row

You can format the Word Processor file, before sending it to the Spreadsheet, so that more than
a single word or character string group is included in a Spreadsheet cell. The word processing file should
be formatted in the following manner:
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e The data to be contained in each Spreadsheet row should be entered on a separate line,
terminated by a carriage retufargter).

* A blank space$pacebar) should separate the data to be contained in each worksheet
cell.

« Datathatis to be interpreted as text by ANGOSS Spreadsheet should be surrounded by
quotation marks in the word processing file.

For information on ANGOSS Spreadsheet cell types and worksheet structures, refer to
ANGOSS Spreadsheet.

Document Visible

Document Visible is used to toggle on or off the display of hidden text in a document; page
breaks; section breaks; rulers; tabs; and marks such as paragraph marks, keep marks, index marks, tabl
of contents marks, or hidden text marks. All of the Document Visible commands are toggle commands; if
the execution of one of the Document Visible commands turns the display of a feature off, executing the
same command again will turn the display of the feature on.

Document Visible Hidden-Text

Document Visible Hidden-Text is used to toggle on or off the display of hidden text in the
document. When text is hidden (using the Layout Hidden-Text command), ANGOSS surrounds the
hidden text with hidden text marks. Whether or not these marks are displayed is dependent upon whethe
Document Visible Marks Hidden-Text is toggled on or off.

¢« When the hidden text marks are not displayed and the hidden text is displayed, the hidden
text appears in the document and there is no indication that any text in the document is
marked as hidden text.

«  When the hidden text marks and hidden text are not displayed, there is no indication that
hidden text exists in the document. The document reforms to compensate for the hidden
text.

¢« When the hidden text marks and hidden text are displayed, hidden text marks surround the
hidden text.

«  When the hidden text marks are displayed and hidden text is not displayed, the document
reforms to compensate for the hidden text and the hidden text marks are combined into
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one mark. This mark islocated at the position where the first character of the hidden text
will reappear when Document Visible Hidden-Text is executed again.

If invisible hidden text that contains a hard page break or a section break is positioned inside a
designated Keep area, when the hidden text is made visible, the corresponding Keep areais eliminated.
Invisible hidden text is made visible internally by ANGOSS when:

e thefile is saved
e text containing hidden text is moved

e text containing hidden text is copied

Refer to the Layout Keep command discussed under Layout Commands later in the
Command Reference for more information on this subject.

Document Visible Marks

Document Visible Marks is used to toggle on or off the display of hidden text marks, index
marks, keep marks, and table of contents marks in the current document. When Document Visible Marks
is selected, you must specify the type of mark you want to toggle on or off.

Document VisibleMarks All

Document Visible Marks All toggles the display of all types of marks on or off in the current
document. The display of hidden text marks, index marks, keep marks, and table of contents marks are al
affected by the execution of this command. In Figure 9-21, marks are toggled on in window 1 and off in
window 2.
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Figure 9-21. Display of special characters
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Document Visible M arks Hidden-Text

Document Visible Marks Hidden-Text is used to toggle on or off the display of hidden text
marks. When text is hidden (using the Layout Hidden-Text command), ANGOSS distinguishes the
hidden text by surrounding the specified text with hidden text marks. Whether or not these marks are
displayed depends on whether Document Visible Marks Hidden-Text is toggled on or off.

Document Visible M arks I ndex

Document Visible Marks Index is used to toggle on or off the display of index item marks.
When aword or phrase is designated as an index item (using the Document References Index Add
command), ANGOSS surrounds the specified word or phrase with index item marks.

Document Visible M arks Keep

Document Visible Marks Keep is used to toggle on or off the display of keep marks. When an
area of text is designated as a keep area (using the Layout Keep Insert command), ANGOSS "fences of "
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the specified area so that it cannot be split by a page break or section break. Keep marks are inserted at
the far left of the Document Window (character position 0) on the line above and the line below the
specified Keep area.

Document VisibleMarks Toc

Document Visible Marks Toc is used to toggle on or off the display of table of contents marks.
When text is designated as atable of contents entry (using the Document References Toc Add command),
ANGOSS surrounds the specified text with table of contents marks. In Figure 9-22, table of contents
marks are toggled on in window 1 and off in window 2.

Figure 9-22. Table of contents marks
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Document Visible Newpage

Document Visible Newpage is used to toggle on or off the display of hard page breaks, soft
page breaks, and section breaks. Hard page breaks are inserted using the Layout Newpage I nsert
command. Section breaks are inserted using the Layout Section Insert command.
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Document Visible Paragraphs

Document Visible Paragraphsis used to toggle on or off the display of paragraph marks. A
paragraph mark is inserted whenever Enter is pressed.

Document Visible Rulers

Document Visible Rulersis used to toggle on or off the display of rulers. Two types of rulers
can be displayed in adocument, the Main Ruler or Embedded Rulers. The Main Ruler is displayed at the
top of the screen and isa copy of the Current Ruler, which reflects the settings for the current paragraph.
Embedded rulers are displayed in the body of the text and represent changes in the format of the
document.

In Figure 9-23, both typesof rulers aretoggled oninwindow 1; themain ruler istoggled on and
embedded rulers are toggled off in window 2.

Figure 9-23. Rulers
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Document Visible Tabs

Document Visible Tabs is used to toggle on or off the display of tab symbols. A tab symbol is
inserted whenever Tab is pressed. A normal tab is displayed as the symbol "t16"; a decimal tab is
displayed as the symbol "129".

Document L ock

Document Lock is used to protect a document from permanent, unauthorized modification.
Locking a document does not prevent others from loading, editing, printing, or merging the document.
However, if modifications are made to the document, it cannot be saved, printed, or merged. Lock
protection is not available for textfiles.

IMPORTANT: While locking a document does protect it from revision in most cases, there
are ways to get around this protection. The only way to completely protect a document is to use the
ATTRIB command at the DOS level to make it a read-only file.

When you select Document Lock, the prorept er a | ock password: is displayed.
Enter a maximum of 16 characters and pEeisser. You are then prompted to confirm the password.

NOTE: Once you've assigned a password to the document you want to lock, you must unload
the file before the lock takes effect. If you just save the file, it is locked against anyone else who loads it,
but you can still make changes to it. Only after it is unloaded is the document truly locked.

After a document has been locked, the File Newname command and the Document Auto-Save
feature are disabled for the document. Once the locked document has been unloaded, the File Save
command is also disabled for the document.

Document Unlock

Document Unlock is used to remove the lock protection that was assigned to the current
document when Document Lock was executed. When you select Document Unlock, theBmroerpt
the | ock password: is displayed. Type the password that was entered at the time the Document
Lock command was executed and priesder to execute the Document Unlock command.
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Edit Commands

The Edit keyword is the basis for the command formats that enable you to modify and refine
documentsin avariety of ways. Using these commands, you can:

e copy, move, or delete sections of text
* replace a specified character string with an alternative character string

e perform alphabetical sorts on sections of text.

Edit Options

Edit provides the following options:

Copy. Duplicates specified text.

Delete. Removes selected text from your document.

Edit-Case. Changes the case of specified text.

M ove. Relocates text to another area of the document.

Replace. Finds a specified character string and replaces it with an alternative character string.
Sort. Sorts standard or columnar text in A to Z or Z to A order.

Undelete. Inserts at the current cursor position any text contained in the delete buffer.
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Edit Copy

Edit Copy is used to duplicate selected document text. The duplicated text can either be
inserted at another location in the current document or the text can be copied to the copy buffer. By
copying to and from the copy buffer, duplicated text can be inserted in multiple locations in the current
document or another active document.

The following steps are required for a copy.

STEP 1: Select Edit Copy.

The block-marking menu then appearsin the control area. Figure 9-24 shows the block-
marking menu.

Figure 9-24. Block-marking menu

Type: BLOCK F2 Anchor Fd Column F6 Sentence  FB Document F1@ Finished
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Document: event Sc:1 Pg:1 Ln:6 Ps:1t FN:@ Font:9 Insert ON

STEP 2: Mark the text you want to copy.

Y ou can use the block-marking keys to highlight specific areas of text (i.e. F6 to highlight a
sentence), press F4 to go into column-marking mode, or use cursor keys to highlight the
desired text. Press Enter or F10 to complete the marking process.

STEP 3: You arethen prompted to Move cursor to desired |ocation and
press Enter (B = Buffer, C = dipboard).

Use cursor keysto move to the desired location in the current document and then press Enter.
Thetext is then copied to its new location.
Using Buffersor the Clipboar d

If you want to copy text to another document, or you aren't sure where you want it right now,
you can placeit in a copy buffer until you are ready to reinsert it. To copy text to the buffer, mark the text
as described previoudly, and press B at the prompt Move cursor to desired | ocation and
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press Enter (B = Buffer). Thetextwill remaininthe buffer until you copy more text to the
buffer, clear the buffer by pressing Alt -, or exit the Word Processor. Note that the amount of text that
may be placed in a buffer is limited by available memory and available disk space.

Under Windows, you can also use the clipboard (available in version 2.6 or higher) to copy text
to another application. In this case, perform the same steps as the buffer copy but select th clipboard
instead.

Inserting Text from the Buffer or Clipboard

There are two ways to insert text from the buffer into a document. Y ou can use the Edit Copy
command or use the Quick Key Alt 1.

Commands. Select Edit Copy or Edit Move. When the marking menu appears in the Control
Area, press B for Buffer or C for Clipboard. ANGOSS then recognizes the contents of the copy
buffer as the text you want moved or copied. Move the cursor to the new location and press
Enter. The buffer contents are inserted at the cursor position, and the document reforms, as
necessary, to compensate for the additional text.

Alt I. The contents of the buffer or clipboard can also beinserted at the current cursor location
by pressing Alt |. This method is particularly useful if you need to insert the contents more
than once into your document. Position the cursor at the first location you want to insert text
and press Alt |. Then move to the second location and press the repeat key F9. If no other
command has been executed since Alt | was pressed, the buffer text will again be inserted at
the cursor position. Y ou can continue moving the cursor and pressing F9 as often as needed. If
you execute other commands between insertions, you must use Alt | again.

Repeating a Copy

There may be times you want to repeat the entire copy process you have just completed. Asjust
illustrated, the F9 key can be used to repeat the last command. F9 repeats the last command exactly as
ANGOSS recorded it. Therefore, the way you mark text and specify its location makes a big difference if
you want to use F9 effectively.

Marking Text

The text you want to copy or move can be marked using cursor keys or marking keys. See
Figure 9-24 for alist of the block-marking keys.
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When you use cursor keys, ANGOSS records a command such as.

Edit Copy point

If you press F9, Edit Copy will be executed, but the command will be interrupted and you will
be asked to mark the text you wish to copy.

If you use marker keysto specify text, the appropriate word becomes part of the command. For
example, if you select Edit Copy and then press F6 to highlight a sentence, the command is recorded as:

Edit Copy sentence

If you press F9, Edit Copy will be executed, and the sentence at the current cursor position will
be copied.

Asyou can see, the second alternative is a more automatic process.

If you repeat a command that used column-marking instead of block-marking, you must use
cursor keys to specify how many columns are affected.

If you repeat a command that used buffered text as the source, the current buffer contents will
be used.

L ocation

If you repeat a copy in which you moved the cursor to the new |ocation for the text, you will be
asked to do so again. If you repeat a copy that placed text in a buffer, the text will again be placed in a
buffer.

For example, if you execute Edit Copy, press F7 to mark a paragraph and then move the cursor
to the new location, the following command is recorded.

Edit Copy paragraph to point

If you move the cursor to a new location and press F9, Edit Copy will be executed and the
current paragraph affected. Y ou will then be prompted to move the cursor to the new location for the text.
Y ou can move the cursor or press B for Buffer.
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Edit Delete

Edit Delete isused to remove text from a document. When you select Edit Delete, ANGOSS
enters block-marking and displays a marking menu in the Control Area of the screen. Y ou can switch to
column-marking by pressing F4.

Indicate the text you want to delete by using the cursor keys or the marking keys defined in the
marking menu. Press F10 or Enter to execute the Edit Delete command and remove the marked text
from your screen. Y our document automatically reforms to compensate for the del eted text.

When you execute Edit Delete, the text you have removed from your document is stored in a
delete buffer. The text remainsin the delete buffer until you either execute Edit Delete again, erase the
contents of the delete buffer using Alt -, or exit ANGOSS Word Processor.

The contents of the delete buffer can be inserted in one or more locations within any active
document by executing the Edit Undelete command. A portion of the delete buffer can be viewed in the
Control Area of the screen by repeatedly pressing F2 when in Text Entry Mode.

Edit Edit-Case

Edit Edit-Case allows you to change the case of words or blocks of text without retyping. Y ou
can put all marked text into lower case, upper case, or make it proper by capitalizing only thefirst letter of
each word.

The optionsfor this command are: Lower , Upper , Proper and| nvert . Selecting any of
these options takes you into marking mode. Highlight al the text you want the command to affect. Press
F10 and the command is executed.

Edit Edit-Case L ower

If you select the option Lower , all text you highlight will be put into lower case.

Edit Edit-Case Upper
If you select the option Upper , al highlighted text will be put into upper case.

Edit Edit-Case Proper

If you select the option Pr oper , the first letter only of each word in the highlighted text will
be capitalized.
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Edit Edit-Case Invert

Invert will swap all lower case |etters to upper case and all upper case lettersto lower casein
the selected block.

Edit Move

Edit Move is used to relocate specified text from its current position in a document to a new
position. The text can either be relocated in the current document or the text can be moved to the copy
buffer. By moving text to and from the copy buffer, moved text can beinserted (using Alt 1) any number
of timesinto any active document.

The following steps are required for amove.

STEP 1: Select Edit Move.

The block-marking menu then appearsin the control area. Figure 9-25 shows the block-
marking menu.

Figure 9-25. Block-marking menu
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ark the text to copy. :

STEP 2: Mark the text you want to move.

Y ou can use the block-marking keys to highlight specific areas of text (i.e. F6 to highlight a
sentence), press F4 to go into column-marking mode, or use cursor keys to highlight the
desired text. Press Enter or F10 to complete the marking process.
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STEP 3: You arethen prompted to Move cursor to desired |ocation and
press Enter (B = Buffer[]).

Use cursor keysto move to the desired location in the current document and then press Enter.
The text is then moved to its new location.

Using Buffers

If you want to move the text to another document, or you aren’t sure where you want it right
now, you can placeit in abuffer until you are ready to reinsert it. To move text to the buffer, mark the text
as described previoudly, and press B at the prompt Move cursor to desired | ocation and
press Enter (B = Buffer).Thetextwill remainin the buffer until you move more text to the
buffer, clear the buffer by pressing Alt -, or exit the Word Processor.

NOTE: The amount of text that may be placed in abuffer islimited by available memory and
available disk space.

Inserting Text from the Buffer

There are two ways to insert text from the buffer into a document. Y ou can use the Edit Move
command or use the Quick Key Alt 1.

Command. Select Edit Move. When the marking menu appears in the Control Area, press B
for Buffer. ANGOSS then recognizes the contents of the buffer as the text you want moved. Move the
cursor to the new location and press Enter. The buffer contents are inserted at the cursor position, and
the document reforms, as necessary, to compensate for the additional text.

Alt . The contents of the buffer can also be inserted at the current cursor location by pressing
Alt I. This method is particularly useful if you need to insert the contents more than once into your
document. Position the cursor at the first location you want to insert text and press Alt |. Then move to
the second location and press the repeat key F9. If no other command has been executed since Alt | was
pressed, the buffer text will again be inserted at the cursor position. Y ou can continue moving the cursor
and pressing F9 as often as needed. If you execute other commands between insertions, you must use Alt

| again.

Repeating a Move

There may be times you want to repeat the entire move or process you have just completed. As
justillustrated, the F9 key can be used to repeat the last command. F9 repeats the last command exactly
as ANGOSS recorded it. Therefore, the way you mark text and specify itslocation makesabig difference
if you want to use F9 effectively.
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Marking Text

The text you want to copy or move can be marked using cursor keys or marking keys. See
Figure 9-25 for alist of the block-marking keys.

When you use cursor keys, ANGOSS records a command such as.

Edit Move point

If you press F9, Edit Move will be executed, but the command will be interrupted and you will
be asked to mark the text you wish to move.

If you use marker keysto specify text, the appropriate word becomes part of the command. For
example, if you select Edit Move and then press F6 to highlight a sentence, the command is recorded as:

Edit Move sentence

If you press F9, Edit Move will be executed, and the sentence at the current cursor position
will be copied.

Asyou can see, the second alternative is a more automatic process.

If you repeat a command that used column-marking instead of block-marking, you must use
cursor keys to specify how many columns are affected.

If you repeat a command that used buffered text as the source, the current buffer contents will
be used.

L ocation

If you repeat move in which you moved the cursor to the new location for the text, you will be
asked to do so again. If you repeat move that placed text in a buffer, the text will again be placed in a
buffer.

For example, if you execute Edit Move, press F7 to mark a paragraph and then move the cursor
to the new location, the following command is recorded.

Edit Move paragraph to point
If you move the cursor to a new location and press F9, Edit Move will be executed and the

current paragraph affected. Y ou will then be prompted to move the cursor to the new location for the text.
Y ou can move the cursor or press B for Buffer.
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Edit Replace

Edit Replace locates atext string and replaces it with an alternative text string. The following
steps explain the procedure.

STEP 1: Select Edit Replace or usethe Quick Key F5.

STEP 2: Enter thetext string to be sear ched for, and press Enter.

Y ou can enter up to 50 characters. A question mark (?) will match any character. For example,
"move?’ would match "mover," "moves," and "moved.” ANGOSS automatically insertsdouble
quotation marks (") around the search string. If you want to search for astring that has aleading
or trailing space, include the space when you type the search string.

STEP 3: Enter thetext string to replace the search string, and press Enter.

For example, if you enter blue as the search text and r ed as the replacement text, the word
blue in your document will bereplaced by red. Whether this change affects the entire document
or only specific occurrences of blue depends on the search options you select.

STEP 4: Enter sear ch optionsto control how your document is sear ched for the specified
string.

Up to ten options can be entered at the prompt. A list of available optionsis displayed at the
bottom of the screen, as shown in Figure 9-26.

Figure 9-26. Search options

United States or Canada.

Although 38 years without a total eclipse over almest the entire
North Aimerican continent is quite unusual, in fact, 26 total

Enter search options ["F"]:

Forward Backward Global Ignore case Whole word Mark text

The following table gives an explanation of each search option:
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Table 9-8
Option Action

F Search forward from the current cursor position to the end of thefile.

B Search backward from the current cursor position to the beginning of the
file

I Ignore the case of the character string during the search

w Search for whole words only

M Search an area of the document you mark

GF Search from the beginning of thefile and searchesforward replacing every
occurrence of the string with the replacement text

GB Search from the end of the file and proceeds backward, replacing every
occurrence of the string with the replacement text

C PromptsRepl ace? (Enter = yes, space = no, F10 =
qui t) eachtimethe character string is encountered. Press Enter to
replace the string; press Spacebar to leave the string intact; or press
F10 to abort the Edit Replace command.

These options can be combined to specify the scope of a search. Y ou can a so enter a number
after the search option character(s) to instruct ANGOSS to find a specific occurrence of the
character string.

For example, FI9 instructs ANGOSS to search forward from the cursor for the ninth
occurrence of the string, ignoring its case. When the ninth occurrence is located, the cursor is
positioned at the beginning of the string and the search stops.

If the string is not found, the message Text " xxx" not found. isdisplayed.

The text string you are searching for and the search options are stored in buffers, becoming
"default” values for subsequent uses of Edit Replace. To accept adisplayed default value, press
Enter in response to the prompt. To change the value, enter the desired text or option.
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Repeating a Search

Y ou can repeat a search by pressing F9 to repeat the last command. If you have executed
another command since Edit Replace, use Alt R to repeat the last search. When you press Alt R,
ANGOSS repeats either the last Document Find or the last Edit Replace command, whichever command
was executed more recently.

Replacing Special Characters

Edit Replace can a so be used to replace tab or paragraph marks with blank spaces. To replacea
sequence of tab characters with blank spaces, enter % T as the search string and press Spacebar once
to specify the replacement string. Likewise, to replace a sequence of paragraph marks with blank spaces,
you would % P as the search string and press Spacebar once to specify the replacement string.

NOTE: Edit Replace performs a"one-to-one" replacement until all the charactersin either the
original string or the replacement string are used. If you are replacing a character string that includes any
control characters (i.e., hidden text marks, index marks, table of contents marks, font changes) and the
replacement string contains more characters than the original string, the replace is performed in the
following manner:

e The same number of characters are replaced before the opening control character as were
present before the opening control character in the original string.

« If the search string ends with the character immediately preceding an ending control
character, the remaining characters in the replacement string are inserted before the ending
control character, regardless of the number of characters that existed between the control
characters in the original string.

e Ifthe search string contains characters to the right of the ending control character, the
same number of characters are replaced inside the control codes as were present in the
original string.

Edit Sort

Edit Sort provides an alphabetical A to Z or Z to A sorting of standard text or text contained in
a multiple column area. The amount of text that you can sort at one time is limited only by the memory
restrictions of your computer.
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Edit Sort considers everything between two paragraph marks to be a unit that must be kept
together during a sort. Because of this you do not have to worry if each item you sort wrapsto more than
oneline. ANGOSS will keep the lines together and sort according to your specification.

Edit Sort allows you to specify one or more text column positionsto use as the "key" for a sort.
Text entries are al phabetized according to the specified "key" in either ascending (A to Z) or descending
(Z to A) order. When you select the Edit Sort command, you must indicate whether you want to perform
asort on text contained in a multiple column area or on text entered in a"standard” format.

Edit Sort Column

Edit Sort Column provides ascending and descending al phabetical ordering for text contained
withinan MCA. In an unlined MCA, only one column of text can be sorted at onetime. In alinked MCA,
al the columns are sorted together, with one column being designated as the "key" for the sort. For
example, in Figure 9-27 the column entries have been sorted by event, therefore, the column with events
initisthe key for the sort.

Figure 9-27. Columns sorted by Event
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Figure 9-28 illustrates how the M CA would look if the Location column were used as the key
column for a sort.

Figure 9-28. Columns Sorted by Location
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To sort columns:
STEP 1: Select Edit Sort Columns.

STEP 2: Specify whether you want an ascending or descending sort.

When an Ascending sort is performed, the paragraphs in the column are reordered
alphabetically. When a Descending sort is performed, the paragraphs in the column are placed
in reverse alphabetical order.

ANGOSS enters MCA column-marking and highlights the current column.
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STEP 3: Usethecursor keysto move to the column you want to sort.

If you are sorting alinked MCA, move to the "key" column. When the appropriate columniis
highlighted, press F10 or Enter.

Edit Sort Text

Edit Sort Text provides ascending or descending a phabetical ordering for standard text (non-
MCA text.) ANGOSS identifiesa single sort "item" asthe text positioned between two paragraph marks.
An ascending sort on paragraphs of text is shown in Figure 9-29. In window 1, the sort "key" has been
marked; in window 2, the reordered paragraphs are displayed.

The following steps explain the process for sorting text.
STEP 1: Sdlect Edit Sort Text

STEP 2: Specify whether you want an ascending or descending sort.

When an Ascending sort is performed, the paragraphs in the column are reordered
alphabetically. When a Descending sort is performed, the paragraphs in the column are placed
in reverse alphabetical order.
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STEP 3: Mark the block you want to use asyour sort key.
Figure 9-29. Sorting text

— Window 1
[ R SO N T N ST U IV U SIS P SIS D I
Sorts standard or columnar text in R to Z or Z to A
R
Duplicates specified sections of text.d
Illte. Remoues selected text from your document.q
[TMllete. Inserts at the current cursor position any text

{3 an alternative string.q
— Window 2 - -
[ R (U S SN T DU S PN SR Y SR DA R IR U
Copy. Duplicates specified sections of text.ql
Delete. Removes selected text From your document.dl
Replace. Finds a specified character string and replaces it
with an alternative string.ql
Sort. Sorts standard or columnar text in A to Z or 2Z to A
order. T
Undelete. Inserts at the current cursor pasition any text

Tupe: COLUMN  F2 Hew anchor  F3 Restart Fi18 Finished

Document: sortl Se:l Pg:1l Ln:8 Ps:8 FN:@8 Font:8 Insert ON

Useup arrow or down arrow to mark the text that you want to sort. Y ou can designate
more than one column of charactersto use asthe "key" for your sort by using left arrow,
right arrow, Ctrl F, or Ctrl G.

STEP 4: After you have marked thetext, pressF10 or Enter.

ThemessageSorting . . . temporarily appearsin the Control Area of your screen while
ANGOSS works internally to manipulate the data into the order specified by the "key" you
marked. Y our text isthen reordered and displayed on the screen.

When using Edit Sort, be certain to extend your "key" across sufficient columnsto alow for
correct a phabetical sorts for words that contain the same first few characters. Figure 9-30
illustrates the sorting differencesthat can occur using different "keys" on the same text.

Window 1 shows the original order in which the names were entered into the document.
Window 2 shows the sort order that resulted when only the first two columns of charactersin
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the names were marked asthe "key." Window 3 shows the sort order that resulted when the first
six columns of characters in the names were marked.

Figure 9-30. Sorting text

Hindow 1 —m —— . Window 2 r— Hindow } =——————==m

[g....[....i....:....P.... {E....[....P....l....P... PP SRR ST PO
Johnston, Dehra Anderson, Barbara Anderson, Barbara
Robbins, Alan Andrews, Rebecca Andrews, Rebacca
Barker, Robert Barker, Robert Barker, Robert
Tollisaon, Mark Bennett, Halter Bennett, Walter
Anderson, Barbara Callin, Jennifer Callin, Jannifer
Jamison, Anthony Duvoun, Alexander Duvun, #lexander
Callin, Jennifer Jamison, Anthony James, Minston
Marshall, William Jamas, Winston Jami<on, Anthony
Swithe, Patricia Johnston, Debra Jahnson. Jawas
Andrews, Rebecca Johnson, Jawmes Jobhnston, Debra
Halters, Donna Jones, Bradley Jones, Bradley
Rennett, HNalter Mar<hall, Hilliaum Marshall, Hilliam
Johnson, James Robbins, Alan Rokbins, Alan
Thoupson, John Suithe, Patricia Suithe, Patricia
Devon, Alexander Thumpson, Juhn Thompson, Jobn
Jones, Bradley Tollison, Mark Tollison, Mark
James, Wincton Halters<, Donna Walters, Donna

FL Help F3 Find F5 Replace F? Zoom F9 Repeat

F2 Next menu F4 Goto F& Font Select F8 Execute Fi18 Quit

Document: sort2 Sec:1 Pg:1 Ln:i Ps:5 FH: 8 Font:0 Insert ON

Edit Undelete

Edit Undelete is used to restore text that was deleted when the last Edit Delete command was
executed. Edit Undelete retrieves all of the text stored in the delete buffer and insertsit into your
document at the current cursor position.

Before selecting Edit Undelete, position your cursor at the location where you want the text to
be inserted. When you execute the command, the text in the delete buffer isinserted at the current cursor
position and your document reforms to accommodate the inserted text.

Text stored in the del ete buffer can be inserted in multiple placesin your document by
repeatedly executing Edit Undelete. The text remainsin the delete buffer until you either execute another
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Edit Delete command, erase the contents of the delete buffer using Alt -, or exit ANGOSS Word
Processor.
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File Commands

The File keyword is the basis for the command formats that enable you to perform direct disk
and file access operations. These commands provide you with storage, access, and retrieval capabilities
for managing and maintaining your document files.

File Options

File provides the following options:

L oad. Loadsinto the current window a document file or textfile stored on disk.

Save. Stores on disk acopy of the current file.

Unload. Removes the current file from memory.

Newname. Assigns a new filename to the current document file or textfile.
Display-Active. Displaysalisting of all currently active files.

File-Type. Changes the current document file to a textfile or vice versa.

Export. Writes all or part of the current document file or textfile to a new file.
Import. Inserts at the current cursor position adocument file or textfile stored on disk.

Password. Restricts user access to a document.
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File Load

Use the following steps to load afile into the current window.

STEP 1: Select File Load or the Quick Key Alt L.

A file prompter displaying all document files and text filesin the current directory appears.
Only files with the extensions .doc and .txt are displayed in the prompter list

The current data path is displayed on the Status Line at the bottom of the screen. The date and
timeit was last saved and the size of the file the pointer is currently selecting are also displayed
on the Status Line. As you move the pointer through the prompter, the Status Line changes to
reflect information for the filename currently selected.

NOTE: If afile prompter does not appear, execute Tools Preferences Global and change the
Di splay of filenanmes for file pronpting: itemtoYesonthe Globa
Preferences Definition Menu.

STEP 2: Enter the name of thefile you want to load.

Y ou can type in the file name or move the pointer to the desired filename, and press Enter. If
thefileisin adifferent directory, type in acomplete path. Thefileis then loaded and displayed
in the current window.

Alternatively, you can press F4 to search for a particular file, or press F5 to change to another
directory. To search for afile, press F4 and then enter the name of the file you wish to search
for.

If you specify a path with the filename, the search beginsin that directory, and continues
through its subdirectories until thefileislocated. If no path is specified, the search beginsinthe
current data directory, then proceeds through its subdirectories until the file islocated.

When ANGOSS locates the file, themessage Fi | e was found in <l ocation> -
Conti nue searchi ng? (y/n) isdisplayed. To search for the file in another location,
pressy. If thefilenameis not |ocated anywhere else, themessageEnd of search, press
any key. isdisplayed. If you enter n, the search terminates

Y ou can also display files contained in a different directory by pressing F5 in response to the
Enter a fil ename: prompt. ANGOSS then promptsyoutoEnt er the directory
speci fi cation: anddisplaysaprompter containing all the subdirectories of the current
directory.

To display thefilesin the current directory, press F5 inresponseto the Ent er t he
directory specification: prompt. A prompter containing the filenamesis then
displayed. Load afile by moving the pointer to the desired filename and pressing Enter.
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After loading afile, File Load can be executed a second time without unloading the first file
from memory. The second file is displayed in the current window and the first file remains
activein the "background." Active, non-displayed files can be displayed in your current
window or in asplit window by selecting the Document Goto Document command.

File Save

File Saveis used to store on disk a copy of the current file. When File Save is selected, the
prompt Enter a fil enanme: isdisplayed.

Tosaveafile:

«  with the same name, in the directory from which it was loaded, fietar.

e using a different name, in the directory from which it was loaded, type the new filename
and pres&nter.

« to adifferent directory, type in the complete pathname, including drive letter if applicable,
and presskEnter.

COMMENT: Enter path specifications only when you are deviating from the current data
path. The current path is automatically accepted unless otherwise specified.

If a file does not have a name, you must assign it one when you save the file.

The name you assign to a file can be a maximum of eight characters, using any combination of
letters, numbers, and the underscore (_) character. Filenames cannot contain blank spaces.

If you enter a filename that already exists in the path specified, the pFompt of t hat
name exists. Overwrite (y/n) isdisplayed. Entey to overwrite the file currently stored on
disk. Entem to abort the command. ReferAdNGOSS Software System for a complete discussion of
filenames, file extensions, and file specifications.

File Unload

File Unload is used to remove the current file from memory. When File Unload is selected, the
current file is removed from the screen and memory, unless it has been modified since it was last saved. |
changes have been made to the file, ANGOSS proSgue nodi fi ed docunment first (y/
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n) . Entery to save the modified document before it is unloaded. Enter n to unload the modified
document without saving any changes you have made. If you change your mind about unloading, press
Esc to cance the command.

IMPORTANT: When you unload alocked document, any changes you have made to the
document are permanently lost.

If you enter y and the document is unnamed, the message Cur r ent docunent i s
unnamed; enter new nane: isdisplayed. Enter afilename and press Enter. Once adocument is
unloaded using File Unload, it cannot be displayed using the Document Goto Document command until it
has been loaded again using the File Load command.

File Newname

File Newname is used to assign afilename to the document file or textfile in your current
window. When File Newname is selected, the prompt Ent er t he new fil enane: isdisplayed.

Enter a maximum of eight characters for the filename, using any combination of letters,
numbers, and the underscore () character and press Enter.

After the File Newname command is executed, the new filename is displayed on the Status
Line next to the Docunent : or Text fi | e: indicator.

File Display-Active

File Display-Activeisused to display alisting of all currently active files. When you select this
command, the Document Window is temporarily displaced and the screen is filled with an active files
listing. The filename, file type, and status are displayed for each active word processing file. To remove
the listing from the screen and return to the Document Window, press F10, Esc or Enter.

File File-Type

File File-Type changes the current document file to atextfile or vice versa. The file type of the
current file is displayed on the Status Line at the bottom of the screen. If it is a document file,
Docunent: fil enane isdisplayed. If itisatextfile, Textfil e: fil ename isdisplayed.
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File File-Typeisatoggle command. If the current file is adocument file, execution of the
command changesit to atextfile and assigns the file the extension "txt." Likewise, if the current fileisa
textfile, execution of the command changes it to a document file and assigns the file the extension "doc.”

When you change the type of afile, if afile of that type and name already exists, you will
receive awarning message.

Thefiletype of the current file is displayed on the Status Line at the bottom of the screen. If the
current file isa document file, the Status Line displays Docunent :  fi | enane. If the current fileisa
textfile, the Status Line displays Textfil e: fil enane.

The following changes are made when a document file becomes a text file.

¢ Alllines end with a carriage return and a line feed.

e Tabs are represented as a series of space characters.

e Special control characters, fonts, and print attributes are not used.
¢ No formatting options or print options are stored with the file.

*«  When the file is saved, footnotes are written to the file and appear as normal text when the
file is reloaded.

The following changes are made when a text file becomes a document file.

e The carriage return and line feed remain at the end of every sentence.

File Export

File Export is used to write all or part of the current file to a new file. When you select File
Export, ANGOSS enters block-marking mode. You can switch to column-marking mode by pkebsing
Use the cursor keys or the marking menu keys to highlight the section of text you want to export and
pressk10 or Enter. The prompEnt er the fil enane: is then displayed.

Type a name for the output file (preceding the filename with path designations if you do not
want to write the file to the current data path), and pgsier to execute the File Export command.
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File Import

File Import inserts at the current cursor position afile stored on disk. The following steps
explain the importing process.

STEP 1: Movethecursor to the position you want the imported text inserted.

STEP 2: Sdlect FileImport.
A prompter listing the document and text files in the current data directory is displayed.

STEP 3: Enter the name of thefiletoimport.

Type the name of the file you want, or move the pointer to the appropriate filename, and press
Enter. Thefileisthen inserted in your current document at the current cursor position.

Y ou can also use File Import to bring information from other ANGOSS modules into a
document. In order to do this, the files must have been exported with the proper file Export
commands from the module in question.

¢ From the Spreadsheet: File Export ASCII, File Export WP-Doc, or File Export Text.
¢ From the Database: File Export ASCII, File Export Smart, or File Export Text.

File Password

File Password is used to restrict access to a document. When you select File Password, you
must specify whether you want to attach or remove a password for the current document.

File Password Attach

To attach a password to a document:

STEP 1: Select File Password Attach.

The prompEnt er new password: is displayed.

STEP 2: Enter apassword for thisfileand pressEnter.

Type a maximum of 16 case sensitive characters, using any combination of letters and
numbers.
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STEP 3: Repeat the password for verification and press Enter.

Once a password has been attached to a document, you must save the document, using the File
Save command, to effect password protection on the file. The specified password isthen saved
with the document fileand ANGOSS promptsfor the password whenever an attempt is made to
load, import, or print the document.

Password protectionisnot available for textfiles. If you change a password-protected document
file to atextfile (using the File File-Type command), the textfile is not protected. Hence, if the
fileis saved in textfile format, restriction to the fileislost. However, if before you unload the
filefrom memory you convert the textfile back into adocument file, the password is saved with
the document when thefileis saved. When new files are created from a password-protected file
using the File Export or Document Send command, the new files are not password protected.

File Password Remove

File Password Remove is used to eliminate a password that was assigned to restrict accessto a
document. Since File Password Remove operates on the current document only, you must load the
password-protected document and have it displayed on the screen as the current document before
executing the File Password Remove command.

Once a password has been removed from a document, you must save the document, using the
File Save command, to eliminate password protection in the file.
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L ayout Commands

The Layout keyword enables you to manipulate the arrangement of your document text. Using
the Layout commands, you can:

« format and reformat text
e divide a document into sections
e control the layout of index, table of contents, and footnotes

¢ enhance the display of documents with font and style changes

L ayout Options

Layout provides the following options:

Document-Options. Provides formatting for an index, table of contents, or footnotes;
controls language, consecutive hyphenations, and dictionaries used during spellchecking
operations.

Font. Provides type style changes for document text.

Hidden-Text. Allows specified text to be marked so that it can later be hidden or displayed.
K eep. Allows insertion and deletion of “fences" to keep blocks of text on the same page.
Newpage. Provides automatic and manual document pagination.

Ruler. Enables text alignment, margin, indentation, tab, and line spacing changes within the
same document.

Section. Separates sections of text, enabling print option items to vary within the same
document.
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L ayout Document-Options

Layout Document-Options displays a definition menu containing specification itemsto control:

e margins

¢ headings

¢ line spacing

e tabs

« indentation levels for an index or table of contents
« footnote numbering and placement

e dictionary language

e custom dictionaries

« hyphenation standards

The same definition menu is displayed when either Layout Document-Options Current-
Document or Layout Document-Options New-Documents is selected. Settings established with the
Current Document Definition Menu affect the current document only. Settings in the New Document
Definition Menu create a template for all new documents that are created.

L ayout Document-Option Current-Document

The Current Document Definition Menu contains specification items that govern the placement
and numbering sequence for footnotes, and the style and numbering sequence for the paragraph
numbering feature. In addition, dictionary language, hyphenation standards, and custom dictionary
information items are contained in the definition menu, as well as index and table of contents margins,
heading, font, page number placement, spacing, and indentation controls. Each definition menu item is
discussed in detail below.
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Footnote Options

Enter anumber between 1 and 6 to control where footnotes will be printed and how they will be
numbered. Following isalist of available numbers and a description of the footnote formats they
represent.

1. Print footnotes at the bottom of each page containing areference and restart numbering on
every page.

2. Print footnotes at the bottom of each page containing a reference and restart numbering at
the beginning of each document section.

3. Print footnotes at the bottom of each page containing a reference and number them
sequentially throughout the document.

4.  Print footnotes at the end of each document section and restart numbering at the beginning
of each section.

5. Print footnotes at the end of each document section and number sequentially throughout
the entire document.

6. Print footnotes at the end of the document and number sequentially throughout the entire
document.

Footnote Reference Font. Enter avalid font number that will be used for the footnote
reference numbers inserted in a document. Font number 1 is the default for this purpose and is
predefined as standard 10 point superscript.

Paragraph Numbering Options

The Paragraph Numbering options control the style used for paragraph numbering, numbering
seguence and how the number will be separated from the text.

Style. Select either Paragraph, Outline, Legal, and German-Legal for the numbering style. For
an example style, see Figure 7-9in Chapter 7.

Restart at Section Boundary. Select Y esto restart paragraph numbering a the beginning
of each section boundary. Select NO to number paragraphs sequentially throughout the entire
document.
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Separation from Text. Select None to have no automatic separation between the number
and paragraph text. Select Space to separate the number and text with a single space. Select
Tab to have the first line of text tabbed over one tab stop on the current ruler. Select | ndent-
Tab to have the entire paragraph indented via an indent tab.

Index Options

The Index options control the structure and appearance of a generated index.

L eft and Right M ar gins. Enter a number, in inches, for each margin. When an index is
generated, it will conform to these margins.

Alphabetic Headings. To have no alphabetic headings for your entries, select None. If you
chooseto have al phabetic headings, specify whether they are to be Upper case or L ower case
characters.

Alphabetic Heading Alignment. Specify whether index entry headings will be L eft-
aligned, Right-aligned, or Centered.

Alphabetic Heading Font. Select atype style to use for the index headings. Enter afont
number, or press F6 to display a prompter of fonts defined for the current document. Select a
font by entering the font number or moving the pointer to the desired font and pressing Enter.

NOTE: If you enter aninvalid font number, it will be converted to font 0 when the index is
generated.

Blank Lines Before/After Heading. Select anumber from O to 3 for each setting. The
number of blank lines before an alphabetic heading determines the spacing between the last
group of index entries and the next al phabetic heading. The number of blank lines after an

a phabetic heading determines the spacing between the alphabetic heading and thefirst entry of
each group. If no blank lines are specified before or after the alphabetic headings, and no
alphabetic headings are specified, the index will be generated as one continuous al phabetized
listing.

Primary/Subor dinate Entries Fonts. Enter font numbers for primary and secondary
index entries. Enter afont number, or press F6 to display a prompter of fonts defined for the
current document. Type in the font number, or move the pointer to the desired font and press
Enter.
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NOTE: If you enter an invalid font number, the font will be converted to font zero when the
index is generated.

Blank Lines Between Primary Entries. Select anumber from O to 3 to specify the
number of blank linesto occur between primary entriesin the generated index. If no a phabetic
headings have been specified, you can set the blank lines between primary entriesto 0 and
generate a continuous alphabetical index that contains no blank lines.

Subordinate Entries | ndentation. Enter anumber, in inches, to specify how far to the
right each level of subordinate entriesis to be indented.

Page Number Placement. Select Right-aligned to have all page numbers aligned on the
right margin. Select Follow-entriesto have the page numbers immediately follow the index
entries.

Include Section Numbers. Select Y es to include section numbers in the page number
references. Select NO to exclude section numbers. The section number is separated from the
page number by a hyphen (-).

If you have specified page numbering to be restarted at section boundaries, you can avoid
confusion by including section numbersin the page number references.

Follow Entry With Comma, Blanks, or L eaders. Select Comma to place acomma
between the index entry and the page reference. Select Blank to put three or more blank spaces
between the index entry and the page reference. Select L eader sto put three or more leaders (.
. .) between the index entry and the page reference.

Tableof Contents Options

The following options affect the structure and appearance of the table of contents.

L eft and Right Mar gins. Enter a number, in inches, for each margin. When atable of
contentsis generated, it will conform to these margin specifications.

Page Number Placement. Select Right-Aligned to have all page numbers aligned on the
right margin. Select Follow-entriesto have the page numbersimmediately follow the table of
contents entries.
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Include Section Numbers. Select Y es to include section numbers in the page number
references. Select NO to exclude section numbers. The section number is separated from the
page number by a hyphen (-).

If you have specified page numbering to be restarted at section boundaries, you can avoid
confusion by including section numbersin the page number references.

Follow Entry With Comma, Blanks, or L eaders. Select Comma to place acomma
between the entry and the page reference. Select Blank to put three or more blank spaces
between the entry and the page reference. Select L eader sto put three or more leaders (. . .)
between the entry and the page reference.

Fonts. Specify fontsfor up to five levels of table of contents entries. Setting different fonts for
different levels can help differentiate them. Enter afont number, or press F6 to display a
prompter of fonts defined for the current document.

NOTE: If you enter an invalid font number, the font will be converted to font 0 when the table
of contentsis generated.

Blank LinesBefore Level. Specify 0 to 3 lines to be placed between each table of contents
level. Specify anumber for each level.

Blank Lines Between Consecutive Entriesin Level. Specify 0to 3 linesto be placed
between consecutive table of contents entries that are assigned the same level. Specify a
number for each level.

Indentation. Enter anumber, in inches, for each level. This number controls the left margin
indentation for that level.

Spellchecker Options

The following options control the operation of the Spellchecker.

L anguage. Spellcheckers are available in a number of languages. Select the language you
want to use for the standard dictionary employed during a spellcheck. (Various language
dictionaries may have to be purchased and installed separately.)

M aximum consecutive hyphen breaks. Enter anumber between 1 and 100 to specify the
maximum number of consecutive lines that are alowed to end with hyphenated words.
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Custom Dictionaries. Enter the names of up to five custom dictionaries ANGOSS will
reference when spellchecking adocument. The language of the custom dictionaries must match
the language selected for the standard dictionary.

M iscellaneous Options

The following miscellaneous options also appear on this menu.

Minimum Gutter Space Between Quick-Define Columns. Enter anumber, in inches,
to control the minimum amount of blank space placed between columns when the Quick-
Define column definition method is used.

Minimum Widows/Or phans Allowed. Enter the number that specifies the minimum
number of lines of a paragraph that can be left at the bottom of a page, or moved to the next
page when pagination causes the paragraph to be split.

Starting Section Number . Enter a number from 1 to 255 to control the starting section
number for a document.

L ayout Document-Option New-Documents

The same definition menu is displayed by Layout Document-Options New-Documents and
Layout Document-Options Current-Document. Any changes that you make to the specificationsin the
New Documents Definition Menu become the new "template” that will be used for subsequent
documents you create.

Refer to the previous discussion on the Current Document Definition Menu for information on
each menu item.

L ayout Font

The Layout Font command is used to change the type styles used for existing text, select
different type styles for new text, insert or remove boldfacing for existing text, and insert or remove
underscoring for existing text.

Two predefined fonts are provided in ANGOSS Word Processor. Each font name and number
isshownin Table 9-9.
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Table 9-9
Font Number Font Family
0 12 pt Standard
1 10 pt Standard Superscript

I'n addition to the pre-defined fonts, ANGOSS' Font Selector Definition Menu, displayed in
Figure 9-31, enables you to "customize" fonts. This definition menu is obtained by pressing F6 at the
prompt, Ent er Font Nunber: after selecting Layout Font Select, Layout Font Change, or Layout
Font Edit. A total of 32 fonts, numbered 0 through 31, may be defined for each document.

Font Selector

Asshown in Figure 9-31, the Font Selector Definition Menu contains numerous specification
items, including afont family selection and corresponding items such as point size, dant, and weight.
While you may select any of the options available, those that are surrounded by parentheses ()" are not
supported by the printer currently selected in the Hardware Preferences Definition Menu. A printer
capable of supporting these options must be specified and avail able to achieve the desired results of these
options. The Hardware Preferences Definition Menu is obtained by selecting the Tools Preferences
Hardware command.

Figure 9-31. Font Selector

ANGOSS Word Processor, 9 - 96



Layout Commands

— Font Selector

=+ Font fawily: HITOTH
Character set: TN
Size (points): JFFN'R

Medifications:

EIITN strikeout

underscore

Colors (Feoreground, Background):

Source: Internal-Font

Baseline Shift: |ELIIN superscript

Hidth: YW (condensed) (compressed)
Slant: LUICFIME (italics)
Height: T TIM (light) bold (extra-bold)

double-underscore
subscreipt

9,0

fAvailability: Portrait and Landscape

(expanded)

(outline)

Fl1 Helyp F2 Edit text

Document: (none) Sc:t

Select the desired

Pg:1l

F3 Blank text

Ln:i

Ps:5

F6 Available choices

TH:@
ont number from the prompter, or type the font number.

F18 Finished

Fent:@ Insert OM

For a complete description of each definition menu item, refer to the Tools New-Font

command in ANGOSS Software System.

The following Quick Keys are available for font operations:

Table 9-10
Quick Key Result
Ctrl B Toggles on or off boldfacing for new text
Ctrl U Toggles on or off underscoring for new text
Shift F3 Inserts or removes boldfacing for existing text
Shift F4 Inserts or removes underscoring for existing text
F6 Accesses Layout Font Select
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L ayout Font Select

The following steps select atype style for any new text entered into the current document.

STEP 1: Select Layout Font Select or the Quick Key F6.

Theprompt Ent er Font Nunber : isdisplayed, with aprompter contai ning the predefined
fontsand any "custom"” fonts you have defined for the current document. Each font listed in the
prompter isidentified by afont number, afamily descriptor, and characteristics of the font such
as point size, attributes, and dant.

STEP 2: Select afont from the prompter.

M ove the pointer to the number desired and press Enter or typethe corresponding number and
press Enter. The number selected is displayed to the right of the Font : indicator on the
Status Line and any new text you type into the document is entered in the selected font.

If the font you want to use is not listed in the prompter, press F6 in response to the Ent er
Font Number : prompt, to create the font desired. The Font Selector Definition Menuisthen
displayed.

Y ou can change the option items for the current font family, or press F6 to display other
available font family choices. Figure 9-32 is an example of a prompter listing other font family
choices.

After you have selected the font family you want and have made all the desired changes, press
F10. The newly defined font should now appear in the Font Selector, the next time it appears.
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Figure 9-32. Font families

F Font Selector

= Font fanily: IO
Character set: JIIXHN

Size (points): NI
Width: T35 (condensed) cowupressed (expanded)

Slant: EUI"VM (italics)
Weight: ETIEEN (1ight)

bold extra-bold

=¥ Standard Courior
Internal Line Printer b-graphic
dingbatl dingbat2
gothic greek

1-graphic , monospaced
sans serif script
sorif swall-caps
symbol

|
F1 Help F2 Edit text F3 Blank text Fé6 Availakle choices F18 Finished

Document: C(none) Sc:1 Pg:1 Ln:l Ps:5 FN:8 Font:0@ Insert ON

Belect the desired font number from the prompter, or type the font numher.

L ayout Font Change
The following steps explain how to change the type style for a specified area of text.

STEP 1: Select Layout Font Change.

STEP 2: Mark the text you want affected by the font change. Press F10 or Enter.

A prompter listing the predefined fonts and any "custom” fonts you have defined for the current
document is displayed.

STEP 3: Enter the desired font number or press F6 to display the Font Selector
Definition Menu and create a new font.

After you have selected the font you want, the text you marked is modified.
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L ayout Font Edit
The following steps edit a previously defined font.

STEP 1: Select Layout Font Edit.

STEP 2: Select Current-Document to edit a font defined for the current document, or
select New-Documentsto edit a " default” font defined for any new documentsthat are
created.

If you select Current-Document, a prompter containing all fonts defined for the current
document is displayed. If you select New-Documents, a prompter containing fonts defined as
defaults for all newly created documents is displayed.

STEP 3: Enter the number of afont to edit, or enter an unused font number to define a
new font. Press Enter.
The Font Selector Definition Menu is then displayed.

STEP 4: Make the desired changesto the font definition. Then press F10.

Y ou can change any settings on the font menu. AttheCurrent font fami |y setting, you
can press F6 to see alist of available font families.

Any existing text in the current document that uses that font will now be changed to reflect the
edits you made.

IMPORTANT: You must specify the font ANGOSS uses for footnote reference numbers on
the Document-Options menu. The default font for this purpose is font #1. If you alter the
definition of font #1, or whichever font is specified in the document options, our footnote
reference numbers may not work properly.

L ayout Font Remove

The following steps explain how to delete afont definition.
STEP 1: Select Layout Font Remove.

STEP 2: Select Current-Document or New-Documents.

Current-Documents allows you to delete afont defined for the current document. New-
Documents deletes a font from the default list you create.
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A prompter appears containing fonts defined for the current document or for new documents. If
you are editing fontsin the current document, an asterisk precedes any font that isunused in the
current document. Y ou cannot delete afont that isin use.

STEP 3: Mark thefont or fontsto be deleted.

Move the prompter arrow to the font you want to remove and press F6 to mark it for deletion.
To mark all unused fonts, press F8. When the desired fonts are marked, press F10 or Enter
to delete the designated fonts.

L ayout Font Pick-up

With this option on, font information isretrieved from the current cursor position and used for
new text. Thisis particularly helpful when you are editing existing text and want the font of the new text
to match. When the option is off, the last Layout Font Select command determines the font for new text.

The font used for new text is indicated on the status linébnt : ” In Pick-up mode, this will
be followed by an asterisk otherwise the font number is displayed.

NOTE: This option can be set by the Tools Preferences Wordprocessor Font Pick-up Mode
field.

L ayout Font Bold
Layout Font Bold is used to insert or remove boldfacing for existing text. When Layout Font

Bold is selected, you must specify whether you want to insert or remove boldfacing.

Layout Font Bold Insert

To insert boldfacing for existing text:
STEP 1. Select Layout Font Bold I nsert.

STEP 2: Mark the text you want to boldface. Press F10 or Enter.

If you are using a color screen, the boldfaced text appears in a contrasting color. When
positioned on a boldfaced character, e indicator on the Status Line displays the font
number for the character, followed bydo signify boldface.

L ayout Font Bold Remove

To remove boldfacing from existing text:
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STEP 1: Select Layout Font Bold Remove.

STEP 2: Mark thetext you wish to unbold. Press Enter or F10.

L ayout Font Under score

Layout Font Underscore is used to insert or remove underscoring for existing text. When
Layout Font Underscore is selected, you must specify whether you want to insert or remove
underscoring.

L ayout Font Under score I nsert

To insert underscoring in existing text:
STEP 1: Select Layout Font Underscore Insert.

STEP 2: Mark thetext you wish to underscore. Press Enter or F10.

If you are using a color screen, the underscored text appearsin a contrasting color. When
positioned on an underscored character, the FN: indicator on the Status Line displays the font
number for the character, followed by a U to signify the character is underscored. If the
character also appearsin boldface type, a B is displayed between the font number and the U.

L ayout Font Under score Remove

To remove underscoring from existing text:
STEP 1: Select Layout Font Under score Remove.

STEP 2: Mark the text you want affected. Press Enter or F10.

Layout Hidden-Text

Layout Hidden-Text alows you to hide specified areas of text when adocument is displayed or
printed. Whether or not hidden text appears, however, depends on the status of the Document Visible
Hidden-Text command. If Document Visible Hidden-Text is toggled on, hidden text remains visible
when the document is displayed or printed. If Document Visible Hidden-Text is toggled off, hidden text
isnot displayed or printed.
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NOTE: When adocument is saved, any hidden text contained in the document is temporarily
"unhidden” as part of an internal operation by ANGOSS. Therefore, if you have invisible hidden text
contai ning section breaks or hard page breaks in the middle of a keep area, when the document is saved,
the corresponding keep areas are permanently removed.

When Layout Hidden-Text is selected, you must specify whether you want to add or remove
hidden text marksin your document.

L ayout Hidden-Text Add
To specify text as hidden:

STEP 1: Select Layout Hidden-Text Add.

STEP 2: Mark the text you want to hide. Press F10 or Enter.

ANGOSS inserts hidden text marksto designate the position in the document where the hidden
text islocated. These marks are displayed in your document only if the Document Visible
Marks Hidden-Text command is toggled on. Consequently, if Document Visible Marks
Hidden-Text istoggled off, the hidden text marks are not displayed.

When ablock of text containing hidden text is copied or moved, the hidden text is preserved in
the duplicated or moved text block, regardless of whether or not it is visible. However, if you
split a hidden text entry while copying ablock of text (a portion of the text and either the
opening or closing hidden text mark are not included in the marked block), the hidden text is
preserved in the original text, but is not contained in the duplicated text. If you split a hidden
text entry while moving a block of text, the indicated text is moved to the new location, but the
hidden text marks are not.

L ayout Hidden-Text Remove

To remove hidden text marks from a specified section of text:

STEP 1: Unhide either thetext (Document Visible Hidden-Text) or hidden-text marks
(Document Visible MarksHidden-Text).

STEP 2: Position the cursor in a hidden text area, or on a hidden text mark.

STEP 3: Execute Layout Hidden-Text Remove.

The hidden text marks associated with this area of text are deleted, the text is redisplayed and
the document reforms to compensate for the "inserted” text. If you attempt to remove hidden
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text without being positioned within the hidden text area or on a hidden text mark, the message
Cursor is not positioned within hidden text marks. isdisplayed.

Hidden text may also be removed by positioning the cursor on a hidden text mark and pressing
Del.

Layout Keep

Layout Keep enables you to insert or remove "fences' around specified areas of text. This
protects the text from being split by a section break or page break during document pagination. When you
select Layout Keep, you must specify whether you want to insert "fences" around an area of text or
remove existing "fences."

Layout Keep Insert
To create a Keep Area:

STEP 1: Select Layout Keep I nsert.

STEP 2: Mark the text you want to keep together. Press Enter or F10.

If you have Document Visible Marks Keep toggled on, 1204 is inserted at position 0 on the line
above the designated keep area and 1185 is inserted at position 0 on the line below the
designated keep area.

To copy or move the text within a keep area and retain the keep controls associated with it, you
must include both keep marks in the block you specify. Since the cursor cannot be positioned
on a keep mark, you must set the anchor for the block on the line above the 1204 and extend the
block beyond the t185. When Edit Copy is executed, both the original block of text and the
copied block of text are designated as keep areas. When the Edit Move command is executed,
the keep marks are moved with the text.

If you fail to include one of the keep marks in the block you specify to copy or move the
original block of text retains the keep controls, while the copied or moved block of text does
not. If you do not include either of the keep marks in the block you specify to copy, the original
block retains the keep controls and the copied block does not. If no text is left in the original
keep area, a paragraph mark is inserted at the position where the moved text was originally
located, retaining an empty, but controlled, keep area.

If a hard page break or a section break is part of a block of invisible hidden text inside a keep
area, when you display the hidden text containing the page or section break, the keep area is
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eliminated, the keep marks denoting the keep area are removed, and the message Hi dden
text contained page/section break(s); 1 or nore keep areas were
renoved. isdisplayed. Hidden text isredisplayed when:

¢ the Document Visible Hidden-Text command is executed
« the hidden text marks are removed by executing Layout Hidden-Text Remove
« the hidden text marks are deleted udBmckspace, Del, or Edit Delete.

In addition, when a document is saved, or when an Edit Copy, Edit Move, or Edit Delete
command is executed, ANGOSS temporarily displays hidden text as part of an internal
operation. Therefore, after one of these editing operations, or after a document has been saved
(either by executing File Save or via the Document Auto-Save feature), the keep areas that
contained invisible hard page breaks or section breaks no longer exist.

L ayout Keep Remove

To remove keep marks from a specified section of text:
STEP 1: Position the cursor within the keep area.

STEP 2: Execute Layout Keep Remove.

Layout Keep Remove cannot be used to remove the "fences" from only a portion of the
protected text. To reduce the keep area, you must first execute Layout Keep Remove and then
redefine the keep area by selecting Layout Keep Insert and marking the new area of text to
protect. You can increase a keep area by inserting text between the keep marks.

L ayout Newpage
Two types of page breaks, soft page breaks and hard page breaks, can be inserted in Word

Processor documents. Page breaks can be inserted either automatically or manually; as you are typing
text into a document, or after a document has been typed.

L ayout Newpage Automatic

Layout Newpage Automatic is used to toggle on or off the automatic insertion of soft page
breaks in the current document. If Layout Newpage Automatic is toggled on, page breaks are

ANGOSS Word Processor, 9 - 105



Layout Commands

automatically inserted as you enter text in the document. The current page number is displayed on the
Status Line at the bottom of the screen; this number changes as the cursor crosses page break boundaries.

NOTE: The default pagination for new documents is determined by a setting on the Word
Processor Preferences menu, accessed by executing Tools Preferences Wordprocessor. Toggling
automatic pagination on or off with Layout Newpage Automatic, overrides the default setting.

Soft page breaks appear as a solid line extending across the document window. The placement
of soft page breaksin adocument is determined by numerous settings on the Print Options Definition
Menu. Things such as top and bottom boundaries, the use of headings and footings, and page size all
affect pagination. Widow/orphan controls specified in the Current Document Options Definition Menu
and any keep areas you have marked in the document also affect the placement of the page breaks. The
Current Document Options Definition Menu is obtained by selecting the Layout Document-Options
Current-Document command.

If automatic pagination is toggled on, ANGOSS continually repaginates the document as you
enter or delete text. Thisrepagination is done in the background to interfere aslittle as possible with your
work. In text entry mode, pagination will take place whenever you are not entering keystrokes. In
command mode, pagination will take place when you are at the top menu level and no keyboard activity
istaking place.

Pagination must complete before some commands, including Document Goto commands,
Window Close, and Ctrl End, can be executed. There may be adight pause before execution of these
commands until ANGOSS finishes paginating the document.

If Layout Newpage Automatic istoggled off, no page breaks are inserted in the document until
you either toggle on Layout Newpage Automatic, execute Layout Newpage Paginate, or manually insert
hard page breaks using Layout Newpage Insert.

L ayout Newpage I nsert

Y ou can force a page break at any point in your document by inserting a hard page break. Hard
page breaks are inserted directly above the current line in a document by executing Layout Newpage
Insert. They appear in the document as a single broken line extending across the Document Window.
Hard page breaks are displayed in the document if Document Visible Newpage is toggled on.

If you have automatic pagination toggled on, and you insert ahard page break, the remainder of
the document will repaginate.

Hard page breaks are not adjusted to compensate for any revisions you make to a document,
such asinserting or deleting text. In addition, hard page breaks are not adjusted when you execute L ayout
Newpage Paginate.
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L ayout Newpage Paginate

If adocument has been typed with automatic pagination off, soft page breaks can be inserted
into the document by executing Layout Newpage Paginate. As with automatic pagination, the placement
of the page breaks is determined by the definition items mentioned previoudly.

NOTE: If you use this method to paginate a document, and then modify the document, the
soft page breaks that were inserted when Layout Newpage Paginate was executed are not adjusted to
compensate for the revisions. To ensure that arevised document is correctly paginated, you must execute
the Layout Newpage Paginate command after any editing is done.

If you have typed a document with automatic pagination toggled on, there is no need to
paginate the document using Layout Newpage Paginate.

L ayout Newpage Remove

Layout Newpage Remove is used to delete a hard page break immediately above or below the
current line. If Layout Newpage Automatic is toggled off, Layout Newpage Remove can a so be used to
remove soft page breaks in the document.

Layout Ruler

Layout Ruler is used to change the margin settings, indentations, tabs, text alignment, line
spacing, or characters per inch (CPI) setting for document text. There are three types of rulersthat control
these settings. Table 9-11 briefly defines each ruler type.

Table9-11

Default Ruler Theruler that controls the format for new documents. Settings
on the Default Ruler remain in affect unless the ruler is edited,
or new rulers are inserted

Current Ruler The ruler that controls the format of the paragraph where the
cursor currently sits

Named Ruler A specific ruler whose settings have been recorded and assigned
aname for future use
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Default Ruler

When you begin with a blank document, the default ruler settings are displayed at the top of the
Document Window. Thisruler is called the Default Ruler. It controlsall paragraphs in the document
unless new rulers are inserted.

Settings on the Default Ruler are determined by settings on the Word Processor Preferences
menu, which is displayed by executing Tools Preferences Wordprocessor. To change the defaults for al
future documents, you must change the settings on this menu. Y ou can change the defaults for the current
document with Layout Ruler Edit Default. These changes affect only the current document.

The ruler that controls the format of the current paragraph (where the cursor sits) iscalled the
current ruler. Asyou move the cursor through paragraphs that have different formats, the ruler at the top
of the window changes to display the settings controlling the current paragraph.

By inserting additional rulersin the document, you can have paragraphs of varying margins,
justification or line spacing within the same document.

Named Rulers

Y ou can assign names to specific ruler formats and save them for future use in this document.
This eliminates the need to repeat the same ruler editing later. For example, if you commonly indent
entire paragraphs within a document, you could insert aruler once and then give this format a name.
Named rulers are only available in the document in which they were created.

To name aruler, select Layout Ruler Insert Current or Layout Ruler Edit and make any
necessary changes to the settings, press F8 and enter a maximum of eight characters. The ruler nameis
then displayed on the Status Line next to the Rul er indicator.

The next time you want to use the same format, just place the cursor in the paragraph you want
to change and select Layout Ruler Insert Named. A list of named rulers for this document will appear.
Select the name of the format you want. Y ou don't have to make individua changesto the ruler each time
you use it.

Ruler Options

Many of the Layout Ruler command formats place the cursor on a Ruler Line and display a
ruler menu in the Control Area of the screen, thus enabling you to modify the format of your text.

Text Alignments

Thefirst position on the Ruler Line indicates the aignment of text within the right and left
margins. There are four different options. These options are explained in Table 9-12.
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Table 9-12
Option Alignment Definition
I |eft-aligned Text isaligned flush with the left margin
r right-aligned Text isaligned flush with the right margin
j justified Text isblock aligned on both margins
c centered Text is centered between margins

To change the alignment of a paragraph, move the cursor to the first position of the ruler and
type over the letter there with one of the other options.

Line Spacing

The second and third positions on the Ruler Line specify the vertical line spacing for the text.
To change the line spacing, enter a number in the second position. Typing 2 specifies double spacing, 3
specifies triple spacing, and so forth.

Half-spacing is specified by entering + in the third position on the Ruler Line. For example,
entering 1+ in the second and third positions specifies 1-1/2 line spacing; entering 2+ specifies 2-1/2 line
spacing and so forth. To remove half-spacing, press Del to delete the + or type over the + with a-.

Any number from O through 9 can be entered in the second position. However, an entry of O in
the second position is accepted only if + has been entered in the third position.

Margins

Margins are depicted on the ruler as brackets. The left margin isindicated by [ and the right
margin isindicated by ]. To change a margin setting, use cursor keysto move to the new margin location
and type the appropriate bracket.

Indents and Outdents

Indent settings are displayed on the ruler asthe letter i. If it isacapital |, it indicates the indent
shares the same position as atab mark.

ANGOSS Word Processor, 9 - 109



Layout Commands

Y ou can specify an indent or outdent on the ruler. Both affect the first line of each paragraph
controlled by the ruler. An indent movesthe first line of text a specified distance inside the margins.
Following is an example of an indented paragraph.

Example:

Thank you for your inquiry of April 20, 1989, requesting information about the next solar
eclipse visible from the continental United States or Canada. Unfortunately, for those of uswho
anxiously wait to see the sun disappear and the darkness fall during daylight hours, we will
have to wait until August 21, 2017.

An outdent allows the first line to extend the specified distance beyond the left margin.
Following is an example of an outdented paragraph.

Example:

Solar Eclipse The next daytime eclipse visible from the continental United States or Canada
will not occur until August 21, 2017.

To place an indent or an outdent on the ruler, move the cursor to the desired location and press
i.

Tabs

Normal tabs and decimal tabs can be specified on the Ruler Line. Normal tabs areindicated on
the ruler by 116. Decimal tabs are indicated on the ruler by 129.

Decimal tabs are used during numeric entry to create columns of numbers with aligned decimal
points. WhenT ab is pressed to move the cursor to a decimal tab, any entered text or digits are pushed to
the left until a decimal point is entered. Thereafter, text or numbers are entered to the right of the decimal
point.

Several methods can be used to change tab settings on the Ruler Line; the best method to use
depends on what changes you want to make. If you want to remove one or two tab stops, move the curso
to the tab you want to remove and prB=d. If you want to remove all of the displayed tabs and establish
new tab stops, pre$s to clear all the current tab settings. Then move to the first location where you
want a tab and pre$s3. Repeat this procedure to set all the normal tabs desired. To set a decimal tab,
follow the same procedure, but présé instead of-3.
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CharactersPer Inch

Any ruler division from 4 to 24 can be entered for an ANGOSS Word Processor ruler. The
default division (characters per inch) setting is 10. When 10 cpi is used, 10 ruler division marks (tics) are
required to equal 1 inch. Therefore, if the cursor islocated on ruler division 10 when a 10 cpi setting is
being used, the position identifier at the bottom of the screen registers 1. 0, indicating you are 1 inch
from the left edge of the ruler.

To change the cpi setting, press F7, enter the desired ruler division and press Enter. The new
ruler division is displayed at the bottom of the screen next tothe Rul er Di vi si on(cpi ) : identifier
and the Pos: indicator changes to reflect the new measurement. For example, if the cursor islocated on
ruler division 10 when acpi setting of 15 is being used, the Pos: indicator registers 0. 67.

Name Format

TheF8 Name For mat optionisavailable whenever Layout Ruler Insert Current or Layout
Ruler Edit is selected. Using this option, you can assign a name to aruler format. See the previous
discussion in this section on naming rulers for more information.

Change All

TheF9 Change Al | option isavailable whenever the Layout Ruler Reformat command is
selected. Using this option, you can change al the format settings for al the paragraphs in a specified
area of your document, to the format settings of the Current Ruler.

Using the Mouse in Edit Ruler

After selecting the LAYOUT RULER command, you can change the margin settings by
clicking on the ruler at the top of the screen followed by clicking on the appropriate square bracket in the
command area.

Y ou can also make changes to text justification and line spacing by double clicking on the
respective indicators. These indicators are located on the far left side of the ruler and are represented by a
text character for justification, a number for full line spacing, and a period or plus sign for half line
spacing. In each case, a double click will cycle through the following values:

Justification
| - Left justification
r - Right justification
C - Centered text
j - Left and right justification
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Full line spacing
1 - Single spacing
2 - Double spacing
3 - Triple spacing
Half line spacing
. - Full line spacing only
+ - Add half line spacing to full line spacing

Note that the number of spaces between lines can actually be changed from single to nine line
spacing with the keyboard. However, the mouse will only cycle through the first three values.

Ruler Insert

Layout Ruler Insert is used to change the settings for a single paragraph. To do this, you must
insert aruler above the paragraph. Y ou can insert the default ruler, a named ruler or the current ruler.

If you select the Default or Named options the ruler is placed above the current paragraph and
the paragraph reforms to reflect the ruler’s settings.

If you select the Current option, the ruler is placed above the current paragraph, the cursor is
placed on theruler line, and you are allowed to make any desired changes. After making all desired
changes, press F10. The text reforms, the new ruler isinserted above the paragraph, and a copy of the
ruler that previously controlled this paragraph isinserted below it.

Ruler Edit

Layout Ruler Edit is used to change the format settings for all of the paragraphs controlled by
the ruler being edited. When the command is selected, you must specify whether you want to edit the
Current Ruler, the Default Ruler, or aNamed Ruler.

After specifying which ruler you want to edit, the cursor is moved to the ruler line and you can
make any changes you desire.

Once dl desired changes have been made to the ruler, press F10 or Enter. If you edited the
Current Ruler, all paragraphs controlled by the ruler arereformatted. If you edited the Default or aNamed
Ruler, no changes are made to any existing paragraphs controlled by either of these rulers. Instead, the
template for the edited ruler has been changed. The changes will appear the next time the ruler is used.
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L ayout Ruler Reformat

The Layout Ruler Reformat command is used to change the format settings for multiple
paragraphs in a document, regardless of which ruler controls them. When the command is selected,
ANGOSS enters block-marking mode and displays the marking menu.

Mark the portion of the document you want to be affected by the ruler changes. Y ou can
highlight as much of your document as desired.

NOTE: A paragraph is considered "marked" even if only asingle character in the paragraphis
included in the block

When all the paragraphs you want affected by the ruler changes have been marked, press F10
or Enter.

A copy of the Current Ruler is then placed above the first paragraph in the marked block, and
the editing menu is displayed. In addition, the Status Line changes to reflect the ruler name (or ruler type,
if itisnot aNamed Ruler), the current cursor position on theruler, and the ruler division (cpi) of theruler.

Y ou can then change any of the ruler settings. For specific information about changing
individual settings, see the previous discussion of Ruler Settings in this chapter.

Changing All Settings

TheF9 Change Al | optionisavailable on the ruler editing menu whenever Layout Ruler
Reformat is chosen. This option enables you to change AL L the format settings for all paragraphsin the
marked block.

For example, if you mark a block of text that extends across four different rulers, and change
the tab settings, only the new tab settings will be reflected on all the rulers unless you press F9. Each
ruler will keep itsold line spacing, text alignment and margin settings. However, if you press F9, all four
rulers will change to have the same margins, line spacing, alignment, etc., as the ruler you just edited.

Press F10 or Enter to record the changes to the current ruler. If you pressed F9, the
"subordinate” rulersin the marked block are removed and the text in the marked block is reformatted to
match the settings on the current ruler. If you did not press F9, the changes you made are reflected on
each ruler in the marked block and the text reformats as necessary.

If only a portion of the text controlled by aruler was included in the marked block, a copy of
the origina ruler, containing the settings before the changes were made, isinserted below the last
reformatted paragraph.
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Layout Ruler Delete

When the Layout Ruler Delete command is selected, you must specify whether you want to
delete the Current Ruler, or a Named Ruler.

Layout Ruler Delete Current

Layout Ruler Delete Current deletes the ruler controlling the current paragraph. When the
command is executed, all of the paragraphs controlled by the ruler are reformatted to conform to the
settings of the preceding ruler.

Layout Ruler Delete Named

Layout Ruler Delete Named del etes a named ruler format that was previously defined for the
current document. When the command is selected, ANGOSS prompts Ent er f or mat nane: and
displays a prompter listing all the format names assigned to rulersin the current document. Specify the
ruler format to delete and press F10 or Enter to execute the command.

The deletion of anamed ruler format has no effect on any existing text that is controlled by a
ruler assigned this format name. The ruler format is simply a "template" that is saved with the current
document.

L ayout Section

Layout Section is used to subdivide a document into two or more separate sections. By
"sectioning" a document, Print Option items can be different for each section. For example, page
numbering can be changed in the middle of a document, or different paper path can be specified to allow
for the use of different types of paper during the printing of a document. In addition, different headings,
footings, page number styles, or top and bottom boundaries can be specified for each section of a
document.

L ayout Section I nsert

Layout Section Insert is used to insert a section break at the cursor position. If Document
Visible Newpage is toggled on, a section break appears as two solid lines across the width of the
Document Window.

The number of the current section isdisplayed on the Status Line beside the Sc: indicator.
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To obtain new Print Option settings for the new section, position the cursor anywhere within
the new section, select the Print Options command, and specify the changes desired. Refer to the Print
Options command for information on availabl e settings.

L ayout Section Remove

Layout Section Remove is used to delete asection break. Position the cursor on theline directly
above or below the section break before selecting the command. When a section break is removed, the
text contained in the deleted section becomes a part of the section preceding it.

L ayout Section Move

Layout Section Move isused to move an entire section of a document from one location in the
document to another. To move a section:

STEP 1: Select Layout Section M ove.

STEP 2: Enter the number of the section you wish to move.

Y ou can type in anumber or move the cursor in the document until it isin the section you want
to move. Then press Enter.

STEP 3: Enter the number of the destination section.

When you move a section, it isinserted into the document in front of the destination section.
Therefore, you must enter the number of the section you want to immediately follow the moved
section.

For example, if you have a4 section document, and want to move section 2 to the end of the
document, you must enter the number 5 or end as your destination. If you enter 4, section 2 is
placed in front of section 4, thereby becoming section 3.
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Print Commands

The Word Processor’s Print commands allow you to output the documents you have created to
aprinter.

Print Options

Print provides the following options:

Document. Provides printing of document files and textfiles.

View. Provides print preview of document files and textfiles.

M er ge. Provides merging of "database" information with document files.
Options. Controls the formatting options for printing the current document.

Preset. Controls the formatting options for printing new documents.

Print Document
The Print Document command is used to produce a printed copy of a document.
STEP 1: Sdlect Print Document.

STEP 2: Sdect Draft or Enhanced.

If you have included graphics or ANGOSS-generated filled-area fontsin your document, select
Enhanced. If you don't need these features, and want to print at the fastest speed, select
Dr aft.

STEP 3: Enter the number of copiesyou want.
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STEP 4: Specify which pages of the file you wish to print by entering the starting section
and page number and ending section and page number.

Y ou can specify the section and page number by entering either s#p# or s#.# where "s#"
indicates the section number and "p#* or ".#" indicates the page number desired. To specify
page numbersin the current section only, enter p# or #. To print the entire file, simply press
Enter in response to the section and page number prompts.

STEP 5: Select Printer, Disk, or Screen

Selecting Printer sendsthefile to the currently select printer. Selecting Disk puts a copy of
the document or textfile, including printer control codes into a disk file. If you print the
document to a disk file, ANGOSS prompts you to enter a name for the file that will be created.
Y ou can assign any extension you desire for thisfile (e.g., prn). ANGOSS does not
automatically assign this file an extension. If you do not assign an extension, there will not be
one attached to the file. Y ou can also send the output to the screen. See Print View for more
information on Print Preview.

Print View

Thisfeature, also called Print Preview, sends the print output to the screen, allowing you to
view the end results without making hard copies. Once the Print Preview has been invoked, anew screen
will appear. This screen will have a graphic view of your document with a command list along the
bottom. An explanation of the commands are as follows:

Function Key Name Description
F2 Next Menu Select the next menu in the list
F3 Scroll Bars Toggle the scroll bars On or Off
F5 Prev Page View the previous page
F6 Next Page View the next page
F7 Zoom Out Decrease the magnification
F8 ZoomIn Increase the magnification
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Function Key Name Description
F9 Unzoom Return the magnification to O (Full page)
F10 Quit Exit the Print Previewer

The bottom of the screen shows the displayed section, page number, and magnification level.

Magnification levels can be between 0, the full page, and 16.

Selecting F2 will present anew list of commands. Repeatedly selecting the next menu will

cyclethrough all three available lists. The remaining commands are listed below:

Name Description
PgUp Page up
PgDn Page down
Tab Left Move the page to the left (shift tab)
Tab Right Move the page to the right
Up Shift the page up half the distance as page up
Down Shift the page right half the distance as page down
Left Shift the page half to the left
Right Shift the page half to the right
Home Move to the top of the present page
End M ove to the bottom of the present page
AL eft Move to the left edge of the page
"Right Move to the right edge of the page
"Home Move to the top left edge of the page
~End Move to the bottom left edge of the page
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Print Merge

The Print Merge command is used to print the combined text of two files. atemplate file
containing merge variables, and an input file containing replacement data for those merge variables.
When Print Merge is executed, the input file data is merged into the template file, replacing the merge
variables.

For example, you can put the variables "name", "address”, "city", "state", and "zipcode" into a
template document. This file can then be merged interactively or automatically. An interactive merge
prompts you to enter replacement strings for each variable before the letter is printed. An automatic
merge uses stringsin atextfile to replace the variables in the template document. This textfile can be one
you create yourself, or one created in the Database that contains afield for each one of the variables.

The results of a merge can be output either to a printer or to afile. This powerful ANGOSS
feature makes creating and printing form letters quick and easy.

Merge Variables

Replacement variables and formulavariables may be entered into the template document. Each
template document can contain a maximum of 100 replacement variables, and an unlimited number of
formulavariables.

Replacement Variables

Replacement variables are character strings, such as «Name», «Address», «Phone», or
«Product Name». These variables are not case sensitive. Therefore, the variables «Name», «<name», an
«NAME» are all considered identical during a merge.

Formula Variables

Formula variables are indicated by entering an equal sign (=) as the first character immediately
following the merge start character («). For example, «=adate(today)» will place the system date in
ANGOSS date3 format at this location.

When a formula variable is encountered during a merge print, the formula is calculated and the
result replaces the variable in the template document. Every formula variable is individually recalculated;
three occurrences of the same formula generate three separate recalculations.

Formula variables can use the standard ANGOSS functions, but they cannot reference other
replacement or formula variables. Syntax error messages are not provided. Variables from ANGOSS
Programming Language programs can be included in the formula variable.
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NOTE: If your template document contains formula variables, it must aso contain at |east
ONE replacement variable. Y ou can accomplish this by inserting a"dummy" replacement variable
«+dummy> in the main document. The plus sign immediately after the merge start character and before
the name of the merge variable causes the variable to be omitted if the input string is an empty string.
Since there is not input for the dummy variable, the replacement variable is disregarded and the formula
variables are calculated properly.

IMPORTANT: Using the plus sign to disregard empty strings can be a valuable feature.
However, it must be used with caution. If the replacement variable with the plus sign is on a line with
other text, the entire line will be deleted when an empty string is encountered. Usually, this feature is only
beneficial if the variable is on a line by itself, such as an address or signature in a letter.

Creating the Template File

To begin a merge print, you must first create the template file containing the merge variables.
To enter a merge variable into a document:

STEP 1: Position the cur sor where you want the merge variable.

STEP 2: PressCtrl J to insert a start merge character («) into the document.

The Quick Keys used to insert start and end merge characters can only be used while in Text
Entry mode.

STEP 3: Type in the variable name.

Each merge variable may contain from 1 to 50 characters. If you are going to be merging the
template with afile from the database, the variable name must be the same as the name of the
field that contains the replacement information.

STEP 4: Pres<Ctrl K to insert an end merge character (») in the document.

STEP 5: Repeat this process until all your variables are entered.

The template document is now ready to be print merged interactively, or you can create an
input fileif you want to do an automatic merge.

Print Merge Screen

The following steps explain how to do an interactive print merge.

STEP 1: Load the template document containing the merge variables.
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STEP 2: Select the Print M erge command.

STEP 3: Select the Screen option.

Selecting Screen tells ANGOSS that the replacement information is to be received from the
Screen rather than from an input file.

STEP 4: Select Draft, Enhanced, or WP-Document.

If you have included graphics or ANGOSS-generated filled-areafontsin your document, select
Enhanced. If you want faster printing, without these features, select Draft. Select WP-
Document if you want to create a series of wordprocessor document files that can easily be
edited (these will aso retain font and ruler information). For each set of replacement data, a
merge document will be created in the data directory using the following naming convention:

« the first five letters are taken from template document.
* the last three letters are replaced with a number beginning with “000”.

* the extension “.wmd” (wordprocessor merged document) is appended. Files with this
extension will appear in the file prompter when File Load is issued.

For example: if you merge three sets of data with the template document “mymerge.doc”,
the data directory will contain the files: mymer000.wmd, mymer001.wmd, and
mymer002.wmd.

NOTE: Step 5 will be skipped when the WP-Document option is selected.

STEP 5: Select Printer or File.

This option is not available if WP-Document option is selected in Step 4. If you specify File,
the merged documents will be saved to a disk file for later use. You will be prompted to enter a
name for the disk file that will be created. If you select Printer, each merged document will be
sent to the printer as it is completed. In either case, you will be prompted for the number of
copies.

IMPORTANT: When the file is written to disk, it will contain printer control codes.

A screen listing all replacement variables in the document appears. Formula variables do not
appear on the screen, but will be calculated as the merge is done.

STEP 6: Typein thereplacement string you want for each variable.

If you make a mistake while typing in a replacement string, gt8s® clear the current
variable and start over. You can prés¥to clear all the variables for this document.
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When you have finished entering all replacement strings for one document, press F2. The
document is then sent to the printer or to the disk file.

STEP 7: PressF3 to blank all the variables, and enter replacement stringsfor the next
document.

STEP 8: Repeat this process until you have printed all necessary documents.

STEP 9: Press F10 to complete the merge process and return to your template document.

Thelnput File

To do an automatic print merge, you must have an inpuit file that provides the replacement
stringsfor each variable. Thisinput fileisjust a specially-formatted textfile and can be created in
ANGOSS Word Processor. Or, data stored in ANGOSS Database can be sent to ANGOSS Word
Processor to create an input file. More information about merge printing with Database information is
provided later in this chapter.

A valid merge input file must satisfy the following conditions:

«  The input file must be either a space delimited textfile (Smart) or an ASCII textfile
produced with a text editor.

*  The input file must consist of one or more lines of text, each line containing from 0 to
1025 characters, followed by a carriage return/line feed pair. (A carriage return/line feed
pair is produced wheknter is pressed.)

e Each replacement string in the input file must be surrounded by either single (') or double
(") quotation marks.

«  The first line of the input file must be a list of the merge replacement variable strings used
in the template document. If the same merge variable appears more than once in your
template document, it only needs to appear once in your input file. For example, if you
wish to insert a client's name in three places in a letter, you would put «Name» in those
three locations in the template file. However "Name" only has to appear once in the input
file. Formula variables should not be included in the input file.

For an example, consider the content of the following input file.
"First name" "Last Name" "Address" "Title" "Phone"
"John" "Doe" "123 4th Street, Wichita, KS" "Manager" "(316)462-6621"
"Debbie" "Baker" "46 Bell, Lewiston, ME" "Manager" "(207)769-5525"
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Thefirst row in the file shows that the variables First name, Last name, Address, Title and
Phone will be found in the template file. Each of the following linesis a set of replacement strings for
those variables. The first letter will be addressed to John Doe, and the next copy of the letter will be
addressed to Debbie Baker.

A "line" of text can extend across more than one line if the line continuation character (\) is
used. For example, the following are all valid input file entries:

Example:

"First name" "Last Name" "Address" "Title" "Phone"
"John" "Doe" "123 4th Street, Wichita, KS' "Manager" "(316)462-6621"
"Debbie" "Baker" "46 Béll, Lewiston, ME" "Manager" "(207)769-5525"

"First name" "Last Name" \
"Address' \

"Phone”

"John" "Doe" \

"123 4th Street, Wichita, KS" \
"(316)462-6621"

"Debbie" "Baker" \

"46 Bell, Lewiston, ME" \
"(207)769-5525"

"First name" "Last Name" "Address" \
"Title" "Phone"

"John" "Doe" "123 4th Street, Wichita, KS" \
"Manager" " (316)462-6621"

"Debbie" "Baker" "46 Bell, Lewiston, ME" \
"Manager" " (207)769-5525"

Print Merge File

The following steps explain how to do an automatic merge.
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STEP 1: Load thetemplate document containing the merge variables.
STEP 2: Select the Print Merge command.

STEP 3: Sdlect the File option.

Selecting File tells ANGOSS that the replacement information is to be received from an input
file rather than from interactive input.

STEP 4: Sdect Draft, Enhanced, or WP-Document.

If you have included graphics or ANGOSS-generated filled-areafontsin your document, select
Enhanced. If you want faster printing, without these features, select Draft. Select WP-
Document if you want to create a series of wordprocessor document files that can easily be
edited (these will aso retain font and ruler information). For each set of replacement data, a
merge document will be created in the data directory. See Print Merge Screen, Step 4 for
information on the merge file naming convention.

NOTE: Step 6 will be skipped when the WP-Document option is selected.

STEP 5: Enter the name of theinput file.

Either select the file from the file prompter, or type in the filename, including extension.

STEP 6: Select Printer or File

This option is not available if WP-Document was selected in Step 4. If you specify File, the
merged documents will be saved to a disk file for later use. Y ou will be prompted to enter a
name for the disk file that will be created. If you select Printer, each merged document will be
sent to the printer asit is completed. In either case, you will be prompted for the number of
copies.

IMPORTANT: When thefileiswritten to disk, it will contain printer control codes.
Copies of the letter will be printed until each set of replacement strings has been used.

Merging Database | nfor mation

Aninput file can also be created by extracting information from fieldsin an ANGOSS

Database file. Before doing this, you must decide how you will be using this data. If you will only be
using it for one print merge, and then never need the data again, you should use Data Send to extract the
information. If you will need to use the exact same information many times, you must use File Export to
extract the data. The following steps take you through both procedures.

ANGOSS Word Processor, 9 - 125



Print Commands

The Data Send M ethod
STEP 1. Enter ANGOSS Database.
STEP 2: Load the Database file containing the records you need.

STEP 3: Select Data Send Wordprocessor Data.

A prompter displaying all available fields is displayed.

STEP 4: Use F6 to highlight the fields you want. Then press F10.

STEP 5: Enter the name of a project fileto be executed after the dataissent totheWord
Processor. Press Enter if no project fileis needed.

The datain the selected fieldsis taken from each record and placed in the input file format. Y ou
automatically leave the Database and enter the Word Processor. The screen will be blank. The
data sent over from the Database is in atemporary file that does not appear on the screen.

STEP 6: Load the template document containing the merge variables.
STEP 7: Select Print MergeFile.

STEP 8: Sdect Draft, Enhanced, or WP-Document.

If you have included graphics or ANGOSS-generated filled-areafontsin your document, select
Enhanced. If you want faster printing, without these features, select Draft. Select WP-
Document if you want to create a series of wordprocessor document files that can easily be
edited (these will aso retain font and ruler information). For each set of replacement data, a
merge document will be created in the data directory. See Print Merge Screen, Step 4 for
information on the merge files naming convention.

NOTE: Step 10 will be skipped when the WP-Document option is selected.

STEP 9: When prompted for theinput file, simply press Enter to select theword
default.

STEP 10: Select Printer or File.

This option is not available if WP-Document was selected in Step 4. Once you leave the Word
Processor, the temporary file you created is erased and cannot be used again.
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TheFile Export Method
STEP 1. Enter ANGOSS Database.
STEP 2: Load the Database file containing the records you need.

STEP 3: Select File Export Smart Row-Format.
A prompter displaying all available fields is displayed.

STEP 4: Use F6 to highlight the fields you want. Then press F10.

STEP 5: Enter anamefor theinput file thiscommand will create.

Theinput file will then be created. Y ou must manually leave the Database and enter the Word
Processor. Then proceed just like you would with any other input file.

Print Options

Select the Print Options command to display the Current Print Options menu. On this menu are
anumber of settings that control how your document is printed. These settings affect only the document
that was current when you executed Print Options.

Y ou can set up default values for each of these settings by executing Print Preset. This
command displays the exact same menu as Print Options. Instead of being tied to the current document
however, these settings are attached to al newly created documents. When you create a new document,
the values from the Print Preset menu are copied into the Current Print Options menu for that document.
If you need to make any changes to these default settings, select Print Options and edit the settings as
necessary.

Following is a detailed discussion of options on the Print Options and Print Preset menus.

Headings and Footings

Y ou can specify headings or footings to be printed on some or all pages of your document. The
first group of settings on the Print Options menu specifies heading information and the second group
specifies footing information. The settings used to specify headers and footers are very similar, so they
are discussed together here.
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Print Heading/Footing On

Specify which pages of the current section will have printed headings or footings. Y ou can
choose to have the headings or footings printed on:

« all pages of the section
« only the first page of the section

« on all pages except the first page of the section.

Blank Lines after Heading/Footing

Enter a number between 0 and 3 to specify the number of blank lines that separate the heading
from the first line of document text or the footing from the last line of text.

Use Secondary Heading/Footing

Two types of headings or footings are available: primary and secondary. If youNse|¢loe
primary heading or footing is printed on all chosen pages. If you spéesfyprimary headings or
footings are printed on odd-numbered pages, and secondary headings or footings are printed on even-
numbered pages.

Primary and Secondary Headings/Footings

A maximum of five lines of text can be specified for each type of heading or footing. You may
enter up to 255 characters (including control codes and printable characters) for each line. A line is
printed if it contains characters or if it is followed by a line that contains characters. If you leave lines one
and two blank, and enter text on line three, your heading will consist of two blank lines and one line of
text.

Print Control Codes

Print control codes are special character sequences that can be specified in the headings or
footings of a document. The codes are used to control the alignment of information, or are replaced by
current data, such as date, time, or page number. The following table lists the print control codes.
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Control Description
Code

%L Left aligns the text immediately following the control code until a different
print control code is encountered, or until the end of the current line

%C Centersthe text immediately following the control code until adifferent print
control code is encountered, or until the end of the current line

%R Right aligns the text immediately following the control code until a different
print control code is encountered, or until the end of the current line

%P Replaces the control code with the page number

%D Replaces the control code with the current date

%T Replaces the control code with the current tim

%F Replaces the control code with the name of the file being printed

%[ #] Specifies afont for the text immediately following the control code.(# must
be avalid font number.) The font number must be surrounded by brackets
and can be followed by B or U to boldface or underscore text

%S Replaces the control code with a section number (where"S" is the section
number)

Control codes can be used in any combination, with more than one control code appearing on a
line. Control codes do not appear in the printed document. Do not separate the control codes from literal
information with blank spaces unless you want the blank space printed in your document.

Following are examples of two print control code stringsthat could be entered as headers or
footers and an illustration of the results they would achieve.

Example: %L %F%C-%P-%R%D

prints the following line:

filename.ext

-10- 11-14-90
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%L %F causes the name of the current file to be printed at the left margin. %C-%P- causes the
current page number to be centered on the line between two dashes. %R%D causes the current date to be
printed at the right margin.

Example: %L Quarterly Report%CACME Shoes¥R3rd Quarter

prints the following line:

Quarterly Report ACME Shoe 3rd Quarter

%L Quarterly Report causes the text Quarterly Report to be printed at the left margin.
%CACM E Shoes causes the text ACM E Shoes to be centered on the line. %R3rd Quarter causes the text
3rd Quarter to be printed at the right margin.

Primary and secondary headings or footings are allocated equal space on the printed page, even
when they are not the same length. The heading or footing requiring the greater number of lines
determines the space allocated for both.

Example
The following steps show how to print a heading on every other page.

STEP 1: Select All-pagesfor thePri nt Headi ng On: option.
STEP 2: Specify Yesfor theUse secondary headi ng option.

STEP 3: Leave either the primary or the secondary heading blank.

Depending on the heading you have left blank, headings will be printed on all even pages or all
odd pages only.

Date Style

If you use the %D print control code to insert the current date in a header or footer, you must
specify the format in which you want that date printed. Select one of the available date styles. The
formats represented by Datel, Date2, and Date3 are set on the Global Preferences menu, accessed with
the Tools Preferences Global command.

Page Number Style

If you use the %P print control code to insert the current page number in a header or footer you
must specify how you want that number printed. Select Arabic, Roman-Small (lowercase Roman
numerals), or Roman-Caps (uppercase Roman numerals.)
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Linesto Enclose Document

Select None to have no lines enclose document text. Single or Doublewill place asingle or
double line below the heading and above the footing, enclosing the document text. Y ou can also place
blank lines, to a maximum of three, after the top enclosing line and the bottom enclosing line.

Start Page Number

If you use the %P print control code to insert the current page number in a header or footer, you
must enter the page number the current section will start with. Entering a O for the start page number
instructs ANGOSS to add one number to the last page number in the previous section. Careful use of the
start page number can control which headers or footers print on which page.

Lines Per Inch
Select 6 or 8 for the number of lines per inch.

Paper Profile

A Paper Profile is made up of the page size and paper path you want to use to print afile. The
paper path tells ANGOSS where the printer will find the paper for thisjob, and how it will moveit
through the printer. For example, you can specify the use of atractor feed, or manual feed; choose
between several paper trays; or specify the use of an envelope or single sheet feeder. Page size tells
ANGOSS whether you will be printing an 8-1/2 by 11 inch page, an envelope or a custom page size.

This paper profile will control printing of documents and textfiles from within the Word
Processor. Printing in the Spreadsheet and Database Reportsis controlled by Paper Profile settings within
each module. Printing from editors, such as the Text-Editor, non-report Database printing, and printing
through Project Processing is controlled by the default paper profile on the Hardware Preferences menu.

For detailed information about selecting a Paper Profile, read Chapter 6: Printing
Documents and Textfiles.

Orientation

Select Portrait to print the document across the width, or horizontal side, of the page. Select
L andscape to print the document "sideways," across the length, or vertical side of the page. L andscape
printing can only be accomplished if your printer supportsit.

ANGOSS Word Processor, 9 - 131



Print Commands

Print on Both Sides of the Form

Select Y esto print on both sides of the page. This process is sometimes called duplex printing.
Select No to print on only one side of the page. Duplex printing can only be accomplished if your printer
supportsit.

Use Secondary Borders

Select Yesto be able to set different borders, or margins for even numbered pages in your
document. The size of secondary borders are controlled by settings at the Page Bor der option. Select
No if you want odd and even pages to have the same borders.

Page Borders

The Page Border is the margin or amount of white space between the edge of the page and the
document text. Some printers, particularly laser printers, have "preset hard margins." Y our Page Borders
must be wider than the preset hard margins.

Specify atop and bottom margin in inches. Under the Pr i mar y option, specify left and right
marginsin inches. These boundaries will apply to all pagesif you have specified no secondary
boundaries, or odd numbered pages if you have specified secondary boundaries.

If you selected Yesfor theUse of secondary pages you must also specify left and
right margins for even pages.

Section Print Options

If you have divided your document into two or more sections, different Print Options can be set
for each section. This gives you the flexibility to change paper profiles, headings, footings, numbering
styles, or page borders at each section.

To view or edit the print options for a particul ar section, place the cursor in the section and
select Print Options. Thetitle a the top of the menu should reflect the section you are setting optionsfor.

Many times, you may only want to change one or two options from one section to the next. To
keep you from having to re-enter al the settings you want to keep the same, you can copy those settings
from one section to the next. Press F6 and ANGOSS displays the prompt Ent er t he nunber of
the section to be copi ed: . Enter the section number for which you have already specified
print options. All those print option settings are then copied into the current section’s print options menu.
Y ou can then change only the settings you need to.
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Print Preset

Print Preset is used to specify default print option settings for new documents. Selection of the
Print Preset command invokes the display of the Preset Document Definition Menu. This menu contains
the same specification items as those found in the Current Print Options Definition Menu; refer to the
discussion above for information concerning each specification item.
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Graph Options

The Graph keyword enables graphs that have been created in ANGOSS Spreadsheet to be
inserted in ANGOSS Word Processor documents. Before any Word Processor Graph command can be
executed, agraph metafile must have been created and saved in ANGOSS Spreadsheet. A graph metéfile
isidentified by the .cgm extension.

NOTE: Y ou may wish to refer to ANGOSS Spreadsheet for more information about
creating and editing graphs.

Graph Options

Graph provides the following options:
Insert. Inserts agraph at the current position in the document.
Remove. Removes the current graph from the document.

View. Displays a graph on the screen, temporarily displacing the Document Window.

Graph Insert

The following steps explain how to insert a graph in the current document.

STEP 1: Position the cursor on thelinein your document wher e you want the graph to
start.
STEP 2: Select Graph Insert.

A prompter list of all graph metafiles (.cgm) in the current directory are displayed. Select the
graph you wish to insert. If it isin another directory, enter the entire path. If you used the
Spreadsheet’s Sheet Send Wordprocessor Graphics command to "send" the graph to the Word
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Processor, you can press Enter to select the "default” graphicsfile. This causesthe last CGM
file sent from the Spreadsheet to be inserted at the cursor position.

NOTE: You are not required to send the graphic to the Word Processor. Graph Insert will find
any CGM filein the current data path. However, if you do send the graphic from the
Spreadsheet, ANGOSS automatically |eaves the Spreadsheet, loads the Word Processor and
makes the graph you just sent the default graph to be inserted.

STEP 3: Specify the size and alignment you want for the graph.

Large, medium, or small graphs can be inserted in a document. A large graph extends from the
|eft margin to the right margin. A medium graph extends from either the left or right margin to
the middle of the page. A small graph extends from either the left or right margin across one-
third of the page. When amedium or small graph sizeis selected, you must specify whether you
want the graph aligned on the left margin or the right margin.

After the graph’s size and alignment are selected, a shaded block containing the graph screen
filename isinserted into the document at the location specified. Any text that previously
occupied the space now occupied by the graph is automatically reformed to surround the graph.

ANGOSS Word Processor does not display the actual graph in the document. In addition, due
to the size of the display screen, if alarge-sized graph isinserted into a document, the shaded
block representing the graph is not displayed in its true size. However, the actual graphis
printed in the document at print time.

Graph Remove

Graph Remove deletes a graph from a document. To delete a small or medium graph, position
the cursor in the text adjacent to it before selecting Graph Remove. To delete a large graph, position the
cursor on the line directly above or below the graph before selecting Graph Remove.

If you have two graphs in a document separated by a single line and you position the cursor on
the line between the graphs before executing Graph Remove, the graph above the cursor is removed.

When Graph Remove is executed, the shaded areain the document that represents the graph is
erased and the text is adjusted to compensate for the blank space.
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Graph Convert

Converting from BMP to CGM

To convert from bitmap to CGM, select the GRAPH CONVERT BMP-TO-CGM command.
Y ou will then be prompted to enter or select aBMP file name followed by a destination (CGM) file
name.

Converting from CGM toBMP

To convert from CGM to bitmap, select the GRAPH CONVERT CGM-TO-BM P command.
Y ou will then be prompted to enter or select a CGM file name followed by a destination (BMP) file
name. This conversion aso requires a bitmap width and height; 640x480 is a common screen size. Note
that the value for height can be calculated by ANGOSS and is therefore an optional entry.

Graph View

Graph View displays a graph that has been inserted into a document or that is resident on disk.
When Graph View is selected, the options Docunent and Fi | e isdisplayed.

Graph View Document

Graph View Document displays the graph at the current cursor position. When Graph View
Document is selected, the Document Window istemporarily displaced and the graph is drawn on the
screen. Press any key to return to the Document Window.

Graph View File

Graph View File displays a graph stored on disk. This command is frequently used to view a
graph before inserting it into a document. When you select Graph View File, a prompter containing the
names of al CGM filesin the current data path and the prompt Ent er t he graph nane: are
displayed. Type the name of the graph file you want to view, or select it from the prompter. To view the
last graph sent to ANGOSS Word Processor simply press Enter when the pointer is selecting
[defaul t].

When a graph file is selected, the Document Window is temporarily displaced and the graph is
drawn on the screen. Press any key to return to the Document Window.
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Tools Command

The Tools command keyword provides various file manipulation capabilities. Y ou can:

e copy, erase, print, or rename files
¢ manipulate directories
e operate the calculator program

« set preferences for global, Word Processor, or hardware parameters.

Only the Tools Preferences Wordprocessor options are discussed here. Refer to the Tools
command discussion @hapter 9 of ANGOSS Software System for detailed information regarding
the other Tools commands.

Tools Preferences

The Tools Preferences commands are used to configure default settings. When you select Tools
Preferences, specify whether you want to set Global, Wordprocessor, or Hardware defaults. For
information on the Global and Hardware options, reféchapter 9 of ANGOSS Softwar e System.

Tools Preferences Wor dpr ocessor

Selection of the Tools Preferences Wordprocessor command displays a definition menu
containing settings that control how ANGOSS Word Processor performs whenever it is accessed. Any
changes that you make to the specifications in the Word Processor Preferences Definition Menu become
the performance defaults the next time you enter ANGOSS Word Processor. With the exception of
changes made to the Default Paragraph Format items, and the Miscellaneous Items that control module
entry performance, any changes made via Tools Preferences Wordprocessor become the defaults for the
current session.
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Each definition menu item is discussed in detail below.

Pagination Options

Thisdefinition item determines whether or not ANGOSS automatically inserts page breaks into
adocument. If you select M anual, no page breaks will appear in a document unless you either execute
the Layout Newpage Automatic command to toggle on the automatic insertion of page breaks, execute
the Layout Newpage Paginate command to paginate the document, or insert hard page breaks throughout
the document by repeatedly executing Layout Newpage Insert.

NOTE: This definition menu item establishes the default pagination only. Y ou can override
this default setting for the current session by toggling on or off the automatic insertion of page breaksvia
the Layout Newpage Automatic command.

If you select Automatic, ANGOSS inserts page breaks as document text is entered. The
positioning of page breaks is determined by the widow/orphan controls specified in the Current
Document Options Definition Menu, and any keep areas contained in the document. Numerous items
specified in the Current Print Options Definition Menu, such asthe use of headings or footings, page size,
and top and bottom boundary settings also determine page break placement. Y ou can override these
controls for the current session by toggling off the automatic insertion of page breaks via the Layout
Newpage Automatic command off.

Character I nsertion Mode Options

This item establishes the default insertion mode. When On is selected, existing text is adjusted
as new text isinserted. When Off is selected, existing text is "typed over" as new text is inserted.

TheCharacter Insertion Mde: settingisdisplayed on the Status Line at the bottom
of the screen. When the Insertion Modeison, I nsert ONisdisplayed. When the Insertion Mode s off,
I nsert OFFisdisplayed. Ins isused to toggle on or off the Insertion Mode and override for the
current word processi ng session the default value established by this definition menu item.

Font Pick-Up Mode

With this option on, font information isretrieved from the current cursor position and used for
new text. Thisis particularly helpful when you are editing existing text and want the font of the new text
to match. When the option is off, the last Layout Font Select command determines the font for new text.

The font used for new text is indicated on the status linébnt : ” In Pick-up mode, this will
be followed by an asterisk otherwise the font number is displayed.
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Default Paragraph Format Options

The Default Paragraph Format options contained in the Word Processor Preferences Definition
Menu are discussed below.

Alignment. Thisitem specifies whether the document text is aligned on the left margin (left-
aligned) or aligned on both the left and right margins (justified).

Ruler Division (charactersper inch). Enter anumber between 4 and 24 to designate the
number of characters per inch. The default valueis 10, therefore, ten characters are contained in
each horizontal inch.

L eft and Right Mar gins. Enter anumber, ininches, for each margin setting.

Indent. Enter apositive number, in inches, to specify how far to the right of the left margin to
indent the first line of a paragraph. Enter anegative number, in inches, to specify how far to the
|eft of the left margin to outdent the first line of a paragraph.

Spacing. Enter a number to specify the vertical line spacing to be used during printing.

Tabs. Enter a series of numbers, in inches, to specify the locations for tab stops. Separate each
number with a blank space or comma.

Decimal Tabs. Enter a series of numbers, in inches, to specify the locations for decimal tabs.
Separate each number with a blank space or comma.

Special Character Display Options

These option items alow you to control the display of specia charactersin your document.
Y ou can override these defaults for the current word processing session by selecting the Document
Visible command.

Page Breaks. Select Visible to display hard and soft page breaks and section breaks in your
documents. Select I nvisibleif you do not want any page or section breaks displayed.

Paragraph Marks. Select Visible to display paragraph marksin your documents. Select
Invisibleif you do not want paragraph marks displayed.
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Tab Marks. Select Visibleto display tab symbols ("t16 " for normal tabs, "t29" for decimal
tabs and "+191" for indentations), in your documents. Skfesible if you do not want these
symbols displayed.

Hidden Text. SelectVisibleto display hidden text in your documents. Selestisible if
you do not want hidden text to be displayed.

Hidden Text Marks. SelectVisibleto display hidden text marks in your documents. Select
Invisible if you do not want hidden text marks displayed.

Keep Marks. SelectVisible to display keep marks in your documents. Sdlawisible if
you do not want keep marks displayed.

Index Marks. SelectVisible to display index marks in your documents. Selastisible if
you do not want index marks displayed.

TOC Marks. SelectVisible to display table of contents marks in your documents. Select
Invisible if you do not want table of contents marks displayed.

Main Ruler. SelectVisible to display the Main Ruler in your document. Selentisible if
you do not want the Main Ruler displayed.

Embedded Ruler. SelectVisible to display embedded rulers in your document. Select
Invisible to not display embedded rulers.

Document Auto-Save Options

ANGOSS Word Processor's Document Auto-Save feature can be enabled to ensure that,
periodically, a copy of your current document is saved to disk. ANGOSS automatically executes a save of
the current document when the specified minutes between saves has elapsed. If you are entering text,
moving around in the document, or executing a command at that time, ANGOSS waits for a pause in
keystrokes before executing the save.

Auto-Save Enabled. SelectY esto enable the Auto-Save feature. SeMotif you do not
want the auto-save feature enabled.
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Auto-Save File Extension. Enter a different file extension, if desired. If you specify aDOC
extension, ANGOSS will automatically overwrite the existing document file stored on disk
when the automatic saveis executed for the current document. Do not specify a DOC extension
if you want to preserve your stored document and not overwrite it.

Minutes Between Auto-Saves. Enter anumber from 1 to 60 to indicate the number of
minutes that are to elapse between executions of the automatic save.

Dictionary Preferences Options
Here you can enable or disable many of ANGOSS Word Processor’s Dictionary features.

NOTE: When all of the Dictionary Preferencesitems are enabled or setto Yesor On, an
additional 70K of memory is required to operate ANGOSS Word Processor.

Thesaurus Enabled. Select Y esif you want to enable the ANGOSS Thesaurus; select No if
you do not.

Spellchecker Enabled. Select Y esif you want to enable the ANGOSS Spellchecker. Select
No if you do not.

Correction Information. Select Y esif you want alist of aternatives automatically
displayed when ANGOSS Spellchecker highlights aword that may be misspelled. Select No if
you do not want this automatic display. If you choose NO, you can still display correction
information by pressing F8 when ANGOSS highlights a potential misspelling.

Auto-hyphenation. Select On if you want the last word on aline to be automatically
hyphenated when it does not completely fit on the line. Select Off if you do not want the word
hyphenated and instead, want the entire word to wrap to the next line.

M iscellaneous Options
The Miscellaneous Items options contained in the Word Processor Preferences Definition

Menu are discussed below.

Data Path. Enter the data path to be used for storing and retrieving files. The data path
specified here overrides for this module the data path specified in the Hardware Preferences
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Definition Menu. Unless another path is specified during a save or load operation, ANGOSS
always utilizes this data path when storing or retrieving files.

Automatic Load of Macro File. A macro file contains a set of character output
redefinitions for one or more keyboard keys. This menu item allows you to specify the name of
amacro file to automatically load whenever ANGOSS Word Processor is accessed. The macro
filename may be preceded by a path if the file is not located on the current path.

Project Fileto Run on Entry. A project file contains a set of command format statements,
including application commands and project commands, that perform some predetermined
activity. This menu item alows you to specify the name of a project file to automatically
execute whenever ANGOSS Word Processor is accessed. The project filename may be
preceded by a path if the file is not located on the current path.

Encryption Driver to Useon New Files. Select Standard to use ANGOSS standard
encryption driver to encrypt files. Select Alter nate to use an aternate encryption driver.

IMPORTANT: Changing the encryption driver could cause document files to become
corrupted and unusable. Do not select the Alternate Encryption Driver unlessyou are
thoroughly familiar with the encryption driver and process being used.
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Windows Commands

The Window keyword isthe basis for the command formats that enable you to display multiple
windows and documents, and independently color the components of each window.

Window Options

Window provides the following options:

Split. Separates the current Document Window into multiple windows or displays a Footnote
Window.

Close. Closes the current split Document Window or the Footnote Window.

Zoom. Enlargesthe current split window to fill the Document Window, or returns an enlarged
window to itsoriginal split size.

Border. Toggles on or off the display of the Document Window border.

Paint. Provides independent coloring of window components.

Window Split

Window Split divides the current Document Window into multiple Document Windows, or to
displays a Footnote Window in conjunction with the current Document Window. The screen can be split
into a maximum of 50 windows. Each window is automatically numbered when the split is executed.

When you select Window Split, you must specify whether you want to display a Footnote
Window or split the Document Window horizontally or vertically.
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Window Split Footnote

Window Split Footnote is used to display a Footnote Window. When you select Window Split
Footnote, the prompt Ent er r ow numnber, or use cursor keys to select |ocation:
isdisplayed. The line number entered represents where the top line of the Footnote Window isto be
located. Enter the line number, or position the cursor on the line where you want the split to occur, and
press F10 or Enter to execute the command. The Footnote Window is then displayed. Footnote text
appears in the Footnote Window when a footnote reference is displayed in the current Document
Window.

Window Split Horizontal

Window Split Horizontal is used to split the current window horizontally at the specified line
location. When you select Window Split Horizontal, the prompt Ent er t he |ine nunber, or
use cursor keys to sel ect |ocation: isdisplayed. Each window resulting from the split
must be large enough to accommodate one line of text, otherwise the message Mar ked area i s too
small to split. isdisplayed. Enter the line number, or position the cursor on the line where you
want the split to occur and press F10 or Enter to execute the command.

The Document Window is then split, the current document is displayed in both windows, and
the cursor remainsin window 1, keeping it the " current window." Y ou may move to window 2 (making it
the current window) by executing the Document Goto Window command, by pressing F4, selecting the
Window option and entering 2 in response to the prompt, or using Alt F8 to move to the next window.

To display adifferent, non-active document in the current window, execute the File Load
command. To display adifferent, active document in the current window, execute the Document Goto
Document command.

Window Split Vertical

Window Split Vertical isused to split the current window vertically at the specified column
position. When you select Window Split Vertical, the prompt Ent er col umm nunber, or use
Tab or cursor keys to select |ocation: isdisplayed. Each window resulting from the
split must be large enough to accommodate a width of 12 characters, otherwise the message Mar ked
area is too small to split. isdisplayed. UssTab, right arrow or left arrow to move
the cursor to the desired column, or enter the column number where you want the split to occur and press
F10 or Enter to execute the command.

The Document Window is then split, the current document is displayed in both windows, and
the cursor remainsin window 1, keeping it the " current window." Y ou may move to window 2 (making it
the current window) by executing the Document Goto Window command, by pressing F4, selecting the
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Window option, and entering 2 in response to the prompt, or by using Alt F8 to move to the next
window.

To display adifferent, non-active document in the current window, execute the File Load
command. To display adifferent, active document in the current window, execute the Document Goto
Document command.

Window Close

Window Close is used to close the current Document Window or the Footnote Window. When
you select Window Close, you must specify the type of window to close.

Window Close Doc-Window

Window Close Doc-Window is used to close the current Document Window. Windows do not
have to be closed in the order that they were created using Window Split. When Window Close Doc-
Window is executed, the current window disappears and the remaining windows expand to fill the
portion of the screen previously occupied by the window you closed.

A window can be closed without first unloading the document displayed in the window. If you
close awindow without unloading the document, and the document is not displayed in another window,
the document is moved to the "background.” It can be redisplayed in adifferent, current window by
executing the Document Goto Document command.

Window Close Footnote

Window Close Footnote is used to close the current window’s Footnote Window. When the
command is executed, the Footnote Window disappears and the current window expandsto fill the
portion of the screen previously occupied by the Footnote Window.

Window Zoom

Window Zoom is atoggle command used to either enlarge the current, split window to fill the
entire screen, or return the enlarged window to its original split size.

ANGOSS Word Processor, 9 - 147



Windows Commands

Window Split or Window Close cannot be executed when the current window is zoomed.
However, when the current window is zoomed, you can display any remaining split windowsin zoomed
format by executing the Document Goto Window command and specifying the window desired.

The Quick Key for Window Zoom is F7.

Window Border

Window Border is used to toggle on or off the display of the border surrounding the current
Document Window. When the border is toggled off, two additional lines of text can be displayed on the
screen.

If you are using multi ple windows, you can toggle on or off the display of the bordersfor any of
the windows. When borders are toggled on in multiple windows, the current window displays a double-
lined border and the other windows display a single-line border.

When borders are toggled off in multiple windows, "boundary” confusion can easily result,
especialy if the Main Ruler is also toggled off in one or more windows. Since the Window Identifier
number is located in the upper left corner of the border, when the border istoggled off, the Window
I dentifier also disappears.

Window Paint

Window Paint allows you to color specified marked text, the window border, and the
Document Window independently of each other. Thisfeature is very useful when multiple windows are
being used, since each window can be colored differently.

When you select Window Paint, you must specify whether you want to paint the window
border, the Document Window, or marked text. If your hardware does not support the 16 available colors,
the 16 colors are mapped to the options available with your hardware.

Window Paint Border

Window Paint Border is used to color the double-lined border surrounding the current
Document Window. When the command is selected, the prompt Ent er f or eground col or (0
to 15): andacolor selection bar are displayed in the Control Area of the screen. Enter the number
corresponding to the color desired and press F10 or Enter. The border isthen displayed in the selected
color.
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Window Paint Window

Window Paint Window is used to color both the foreground and the background of the
Document Window. Text that you enter into your document appears in the color specified for the
foreground.

When the command is selected, the prompt Ent er background col or (0 to 15):
and a color selection bar are displayed in the Control Area of the screen. Enter the number corresponding
to the color desired for the document text and press F10 or Enter. ANGOSS then prompts Ent er
foreground color (0 to 15): andagain displaysthe color selection bar. Enter the number
desired for the Document Window background and press F10 or Enter. The Document Window and
text are then displayed in the selected colors.

Window Paint M arked-T ext

Window Paint Marked-Text is used to color the highlighting and text in a document when a
marking option (i.e., block-marking, column-marking, line-marking) isbeing used. The background color
isused for the highlighted block. The foreground color is used for the text that appears within the
highlighted block.

When the command is selected, the prompt Ent er background col or (0 to 15):
and acolor selection bar are displayed in the Control Area of the screen. Enter the number corresponding
to the color desired for the highlighted block and press F10 or Enter. ANGOSS then prompts Ent er
foreground color (0 to 15): andagain displaysthe color selection bar. Enter the number
desired for the text appearing in the highlighted block and press F10 or Enter. The next time a
command is selected that invokes marking, the highlighted block and the text within the block are
displayed in the selected colors.
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Help Commands

The Help commands invoke ANGOSS' extensive on-line hel p information. The following
options are available:

About-Help. Displaysinformation on how to use ANGOSS' on-line help feature.
Contents. Displays atable of contents for the on-line help.

On-Error. Displays help text for specified error messages.

Index. Displays anindex of topicsincluded in the on-line help information.

Tutorial. Invokes the tutorial for the appropriate module.

Help About-Help

Help About-Help displays the information explaining how to use ANGOSS' on-line help
feature. On-line help includes context-sensitive help information aswell as help for program error

messages.

Help Contents

Help Contents displays a table of contents for ANGOSS' on-line help. Initially, only the first
level of headings appears. Press F4 to display the next level of headings and continue to do so until you
reach the heading level you want. Select the topic for which you want help information and press Enter.
The help information related to that topic is displayed. To return to the table of contents, press F4. To
leave help and return to the keyword menu, press F10. To get to the index, press F3.
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Help Index

Help Index displays an index for ANGOSS' on-line help. Initially, only the first level of the
index is displayed. To reach the second level, press F3. To return to the first level, press ESc.

Y ou may search the index for a particular word or phrase, if necessary, by pressing F7 and
entering the string you want to search for. The string cannot be longer than 40 characters. Press F9 to
repeat the search.

When you have selected atopic, the related help information appears. To return to the index,
press F3. To leave help and return to the keyword menu, press F10. If you want to get to the table of
contents, press F4.

Help On-Error

Help On-Error displays help text for specific error messages. When prompted, enter the number
corresponding to your error message and press Enter. The appropriate help information is displayed.

For alisting of error messages and their corresponding numbers, refer to Project Processing.

To leave help and return to the keyword menu, press F10.

Help Tutorial

Help Tutorial invokes the tutoria for the current module. Y ou may use the tutorial in a step-by-
step process to learn the entire module, or you may use it to learn about one particular aspect of the
module.

IMPORTANT: Because ANGOSS Tutorials run within the modul e they describe, it is
important that you unload al active files with the File Unload command before entering the tutorial.
When you execute Help Tutorial, you will be prompted to unload all files before continuing.

Y ou are then prompted to enter your name. Thisis optional, however, if you do, the program
will keep track of what lessons you have completed.

The Tutorial menu then appears. If you would like a brief lesson in how tutorials work, select
Usi ng Tutori al s. If youwant to select alesson, use the cursor keys to move the prompter arrow to
the lesson you want and press Enter. Y ou can go through the lessons sequentially, or pick alesson that
interests you.
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After you complete alesson, you are returned to the Tutorial menu.

Remember Commands

The Remember keywords allow you to create, edit and run project processing files. Project
Processing is an automated method of executing a sequence of commands.

Refer to Project Processing for detailed information on executing the Remember commands.

Quit Commands

The Quit commands allow you to leave ANGOSS Word Processor to enter another ANGOSS
module, or to return to the operating system. Options for Quit include the following:

Quit. Returnsto the operating system.
M ain-Menu. Returns to the Main Menu of ANGOSS Software System.

Communications. Leaves ANGOSS Word Processor and enters ANGOSS
Communications.

Database. Leaves ANGOSS Word Processor and enters ANGOSS Database.
Spreadsheet. Leaves ANGOSS Word Processor and enters ANGOSS Spreadsheet.

If you have selected the Quit keyword and decide that you do not want to leave ANGOSS Word
Processor, press ESc.
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Appendix A: ASCII Character Table

HEX ASCII HEX ASCII HEX ASCII
Value Char. Value Char. Value Char.
20 space 40 @ 60

21 ! 41 A 61 a

22 " 42 B 62 b

23 # 43 C 63 c

24 $ 44 D 64 d

25 % 45 E 65 e

26 & 46 F 66 f

27 ' 47 G 67 g

28 ( 48 H 68 h

29 ) 49 | 69 i

2A * 4A J 6A i

2B + 4B K 6B k

2C , 4c L 6C |

2D - 4D M eD m

2E . 4E N 6E n

2F / aF o] 6F 0

30 0 50 P 70 p
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HEX ASCII HEX ASCII HEX ASCII
Value Char. Value Char. Value Char.

31 1 51 Q 71 q

32 2 52 R 72 r

33 3 53 s 73 s

34 4 54 T 74 t

35 5 55 U 75 u

36 6 56 v 76 v

37 7 57 W 77 w

38 8 58 X 78 X

39 9 59 Y 79 y

3A 5A Z A z

3B 5B [ B {

3C < 5C \ 7C |

3D = 5D ] 7D }

3E > 5E N 7E ~

3F ? 5F 7F t127
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Cursor movement
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Cutand paste 5 - 7
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sendingto 8- 3,9-54
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editing4 - 1
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formatting 9 - 107
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preparing to print 6 - 1
printing 6- 1,9 - 117
protecting 5- 17
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Goto 9 - 32

Lock 5-18,9-61

Math 9 - 35

References 9 - 36

Send 9 - 54

Unlock 9 - 61

Vishle3-4, 9 - 56
Document options

current document 9 - 90

new documents 9 - 95
Document window 2 - 5
Documentation, using 1 - 2
Double spacing 3 - 11
Draft Printing 6 - 11, 9- 117
Duplex printing 6 - 9, 9 - 132
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Copy 9- 64
Delete4 - 3,9- 67
Edit-Case 9 - 67
Move 9 - 68
Replace4-9,9-71
Sort 9-73
Undelete 9 - 78
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anMCA 9- 17
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Exporting 8 - 5
files9 - 85
text5-7

Extensions, file 2 - 25

F

File
automatic backup 2 - 26
exporting 9 - 85
extensions 2 - 25
importing 9 - 86
loading 4-1,9 - 82
names 9 - 83
naming 9 - 84
password protecting 9 - 86
saving 3- 18, 9- 83
searching for aparticular file4 - 1
unloading 3- 18, 3- 19,9 - 83

File Commands

Display-Active 9 - 84
Export 5-7,8-5,9-85
FileType 9 - 84

Import 5-7,8-5,9 - 86
Load 9 - 82

Newname 9 - 84

Password 5 - 18, 9 - 86
Save 3- 18,9 - 83
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Unload 9 - 83
Filetypes 8 - 2
Finding

search options4-8,9-31,9-71

text strings 4 - 7,9 - 30

Fixed Paragraph Numbering 7 - 15, 9 - 49

Font
attributes 3 - 4-3 - 5
boldfacing 3 - 5, 9 - 101
changing for existing text 9 - 99
editing 9 - 100
infootnotes 7 - 19, 9 - 37
indicator 2 - 8
Prompter 9 - 98
removing definitions 9 - 100
selecting for new text 9 - 98
Selector 2 - 23, 9 - 96
underscore 3 -5, 9 - 102
Footings 6 - 2, 9 - 127
date stylein6 - 5
datesin 9 - 130
page number stylein 6 - 5
page numbersin 9 - 130
print control codes 9 - 128
secondary 9 - 128
Footnote
copying 7 - 21, 9 - 38
deleting 7 - 22, 9 - 39
editing 7 - 22,9 - 38
font 9 - 100
fontsin 7 - 19, 9 - 37
format settings 9 - 91
inserting 7 - 18, 9 - 37
modifying 7 - 22, 9 - 38
moving 7 - 21, 9 - 38
numbering 7 - 18, 9 - 36
placement 7 - 18, 9 - 36
reference number 9 - 36
using 7 - 18
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viewing 7 - 19
window 5 - 1, 9 - 146
windows 5 - 7
Format, default paragraph 9 - 141
Formatting 3 - 8
documents 9 - 107
paragraphs 3 - 6
text 2 - 6

Formularesults, entering in document 9 - 35

FormulaVariables6 - 12, 9 - 120
G

Goingto 9 - 32
adocument 9 - 33
alocation 9 - 33
amarker 9 - 33
awindow 9 - 32
combination specification 9 - 34
Graph
alignment 8 - 6, 9 - 136
inserting in documents 8 - 5
inserting into document 9 - 135
printing 6 - 19
removing from document 9 - 136
sze8-6,9-136
viewing 9 - 137
Graph Commands
Insert 9 - 135
Remove 9 - 136
View 9 - 137
Graph Convert 9 - 137

H
Hard page breaks 9 - 106

copying text containing 3 - 17
inserting in keep Areas 3 - 17



Headings 6 - 2, 9 - 127
date stylein6-5
datesin 9 - 130

editing entries 7 - 29, 9 - 44
generating 7 - 28, 9 - 45
moving entries 7 - 30, 9 - 44

page number stylein 6 - 5 options 9 - 92
page numbersin 9 - 130 Input file 6 - 14
primary 6 - 3 Input file for merge print 9 - 123
print control codes 9 - 128 Insert mode indicator 2 - 8
secondary 6 - 3, 9 - 128 I nserting

Help Commands footnotes 7 - 18, 9 - 37
About-Help 9 - 151 graphs 9 - 135
Contents 9 - 151 keeps 4 - 15
Index 9 - 152 markers 4 - 10

On-Error 9 - 152

Tutorial 9 - 152
Help, accessing 2 - 4
Hidden text 9 - 56

section breaks 9 - 114

text from abuffer 4- 5,9 - 65, 9 - 69
Installing ANGOSS 2 - 1
Integration, viaASCI|I files8 - 1

Hiding Interactive Input 6 - 13
marks 9 - 57 Interactive merge printing 9 - 121
page breaks 9 - 59
paragraph marks 9 - 60 J
rulers 9 - 60
tabs 9 - 61 Justification 3 - 10, 9 - 108
text4 - 11, 9- 102
Hyphenating, a document 9 - 22 K
| Keep areas
creating 9 - 104

import from Windows Clipboard 5 - 8
Importing 8 - 5
files9 - 86
text 5-7
textfiles8- 1
Indent tabs 3 - 11
Indents 3 -6, 9- 109, 9 - 141
Index
adding entries 7 - 26, 9 - 39
copying entries 7 - 30, 9 - 44
creating 7 - 26, 9 - 39
deleting entries 7 - 30, 9 - 46

definition 3 - 17
inserting hard page breaks 3 - 17
removing 9 - 105

Keeps, inserting 4 - 15

Landscape 6 - 9, 9 - 131
Layout Commands 9 - 89

Document-Options 9 - 90
Font 9 - 95
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Hidden-Text 4 - 11, 9 - 102
Keep 4-15,9- 104
Newpage 9 - 105

Ruler 9 - 107

Section 7-13,9- 114

Line spacing 3 - 6, 3- 11, 9 - 109, 9 -

141

Line-marking 2- 18,9 - 3
Lines

perinch 6 - 6, 9- 131

to enclose document 6 - 6, 9 - 131
Linked columns7-1,7-5,9-12
Linked MCA, markingin 2 - 19
Loading

files4-1,9-82

multiple documents 5 - 6

multiplefiles 9 - 83
L ocking documents 5 - 18, 9 - 61
Lowercase4-7,9-67

M

Macro, automatic loading 9 - 144
Main Menu 2 - 1
Mainruler 2 - 6
Manual pagination 3 - 16, 9 - 106
Margins 3- 6, 3- 11, 9- 109, 9 - 141
Marker
adding 9 - 46
goingto 9 - 33
inserting 4 - 10
naming 9 - 46
removing 9 - 47
viewing 9 - 47
Marking
anchor position 2 - 14
blocks 2 - 14-2 - 15
columns 2 - 16
inLinked MCA 2 - 19
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in Multiple Column Areas 2 - 19
keys 2 - 17
line-marking 2 - 18
standardtext 2 - 13,9 -1
Marks, hidden 9 - 57
Math 9 - 35
MCA7-1
adding columns 7 - 7,9 - 17
adding entries 7 - 7,9 - 18
block-markingin 2 - 17
defining 9 - 12
deleting 7 - 10
deleting columns 7 - 10, 9 - 19
deleting entries 7 - 10, 9 - 19
editing 7 -7,9-17
editing boundaries 7 - 9
linked 9 - 12
markingin 2 - 19
moving columns 7 - 8, 9 - 20
moving cursor in 2 - 11
moving entries 7 - 8, 9 - 20
quick define 9 - 15
removing 9 - 17
sortingin 7 - 11
unlinked 9 - 13
Memory, background 9 - 83
Merge
database data 8 - 8
printing 6 - 11
automatic 6 - 16, 9 - 123
fromafile 6 - 16
from database 9 - 125
fromscreen 6 - 13, 9 - 121
input file 6 - 14, 9 - 123
interactiveinput 6 - 13, 9 - 121
template file 6 - 13
variables 6 - 13
template files 9 - 121
variables6 - 12, 9 - 120



formula6 - 12, 9 - 120
replacement 6 - 12, 9 - 120
Merge Printing 9 - 120
database information 6 - 17
Metafiles 9 - 135
Modifying footnotes 7 - 22, 9 - 38
Moving
adocument section 7 - 13
between windows 5 - 5
cursor to anew location 9 - 32
footnotes 7 - 21, 9 - 38
repeating 4 - 5, 9 - 69
sections 9 - 115
Text4-3
text 9 - 68
text to abuffer 4 - 4, 9 - 69
Multiple
documents, loading 5 - 6
windows 5 -1
Multiple Column Area 7 - 1
adding columns 7 - 7,9 - 17
adding entries 7 - 7,9 - 18
block-markingin 2 - 17
defining 9 - 12
deleting 7 - 10
deleting columns 7 - 10, 9 - 19
deleting entries 7 - 10, 9 - 19
editing 7-7,9- 17
editing boundaries 7 - 9
linked 9 - 12
markingin 2 - 19
moving columns 7 - 8, 9 - 20
moving cursor in 2 - 11
moving entries 7 - 8, 9 - 20
quick define 9 - 15
removing 9 - 17
sortingin 7 - 11
unlinked 9 - 13

N

Name Format 9 - 111
Named rulers 3 - 8, 9 - 108
Naming
amarker 9 - 46
files9 - 83-9 - 84
Numbering
footnotes 7 - 18, 9 - 36
paragraphs 7 - 13,9 -47,9-91
automatic 7 - 15, 9 - 49
fixed 7 - 15, 9 - 49

O

Operating modes
Command Mode 2 - 8, 2 - 11
TextEntry 2 - 8

Operating system 2 - 25

Orphans 3 - 16

Outdent tabs 3 - 11

Outdents 9 - 109

Outlining 7 - 13, 9 - 47

P

Page Borders 6 - 10, 9 - 132
Page breaks
hard 3 - 17
hiding 9 - 59
removing 9 - 107
soft 3 - 15
Page length 6 - 10
Page margins 9 - 132
Page Number Style
infootings 6 - 5, 9 - 130
inheadings 6 - 5, 9 - 130
Page number, specifying 6 - 3
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Pagesize6- 6,9 - 131
Pagination 6 - 10, 9 - 140
automatic 3 - 16, 9 - 105
changing 3 - 16, 9 - 107
manua 3 - 16, 9 - 106
removing page breaks 9 - 107
Paging, file path 2 - 22
Painting windows 9 - 148
Paper path 6 - 6, 9 - 131
Paper profile default 6 - 6, 9 - 131
Paragraph
default format 2 - 6
formatting 3 - 6
numbering 7 - 13,9-47,9- 91
automatic 7 - 15, 9 - 49
fixed 7 - 15,9 - 49
removing 9 - 50
Parameters for adocument, setting 2 - 23
Password
assigning 5 - 18
attaching 9 - 86
removing 5 - 18, 9 - 87
Pasting text 5 - 7
Portrait 6- 9, 9 - 131
Practice Sessions
Chapter 2, 2 - 27
Chapter 3, 3 - 20
Chapter 4, 4 - 16
Chapter 5, 5- 19
Chapter 7, 7 - 30
usingl-3
Preferences
Global 2 - 22
word processor 2 - 23
Presetting Print Options 9 - 133
Previewer 9 - 118
Print Commands
Document 9 - 117
Merge 9 - 120
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Options 9 - 127
Preset 9 - 133
Print control codes 6 - 3, 9 - 128
Print options 2- 25,6 -1, 9- 127
changing at section 6 - 10, 9 - 132
Print Preset 6 - 2
Print Preview 9 - 118
Print View 9 - 118
Printing
before printing 6 - 1
documents6-1,6-11,9- 117
draft 6- 11, 9- 117
duplex 6 -9, 9- 132
enhanced 6 - 11, 9 - 117
graphs 6 - 19
landscape 6 - 9, 9 - 131
merge 6 - 11, 9 - 120
on both sides of paper 6 -9, 9 - 132
portrait 6 - 9, 9- 131
print options 9 - 127
specid characters 6 - 20
toadisk file6-11,9- 118
to printer 6- 11, 9 - 118
to the screen 9 - 118
Project files 9 - 144
Proper case 4- 7,9 - 67
Protecting documents 5 - 17

Q

Quick define columns 9 - 15
Quick Keys, viewing 2 - 6
Quit Commands 9 - 153

R

References 9 - 36
Reformatting



rulers3- 14, 9- 113

text 3-14,9- 113
Removing

amarker 9 - 47

anMCA 9-17

font definitions 9 - 100

graphs from document 9 - 136

page breaks 9 - 107

paragraph numbers 9 - 50

section breaks 9 - 115
Replacement variables 6 - 12, 9 - 120
Replacingtext 4 - 7,9 - 71

Ruler
current 3- 7,9 - 108
default 3 - 6
deleting 9 - 114
division 9 - 141
editing 3 - 14, 9 - 112
hiding 9 - 60
inserting 9 - 112
man2-6

named 3-8, 9 - 108
options 9 - 108

reformat asingle paragraph 9 - 112

reformatting 3 - 14, 9 - 113

S
Saving
documents automatically 3 - 19
files3- 18, 9 - 83
Search options 4 - 8,9-31,9-71
Searching
for aparticular file4 -1, 9 - 82
text 9 - 30
Section

creating 7 - 13
inserting breaks 9 - 114
Layout Commands 9 - 114

moving 7 - 13, 9- 115

removing 7 - 13

removing breaks 9 - 115
Selecting fonts for new text 9 - 98
Sending

documents or textfiles 8 - 2

to Communications 8 - 2, 9 - 54

to Database 8 - 3, 9 - 54

to Spreadsheet 8 - 4, 9 - 55
Soft page breaks 3 - 15, 9 - 105
Sorting

columns7-11,9-74

text 9-73,9-76
Specia characters 3 - 4

printing 6 - 20
Spell check

interactive 5 - 10, 9 - 23

options 9 - 94

resultstofile5-9, 9 - 22
Splitting windows 5 - 1, 9 - 145
Spreadsheet, sendingto 8 - 4, 9 - 55
Start Merge Character 9 - 121
StatusLine 2 - 7
Subdividing Documents 9 - 114
Summing numbers 9 - 35
Synonyms 5 - 15, 9 - 28

T

Table 9- 12
creating 7- 1

Table of contents
creating 7 - 22,9 - 50
deleting entries 7 - 25, 9 - 53
editing entries 7 - 25, 9 - 53
entries 7 - 23,9-50
generating 7 - 24,9 - 52
options 9 - 93

Tabs3-6,3-11,3-12
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decima 9 - 110, 9 - 141 Underscores 9 - 102

hiding 9 - 61 existing text 3- 5
Templatefile, for mergeprinting 6 - 13,9 - Unlinked columns 7 - 2, 9 - 13
121 Unloading files 3- 18, 3- 19, 9 - 83
Text Unlocking documents 9 - 61
alignment 3 - 10, 9 - 108 Upper case 4 - 7,9 - 67
boldfacing 9 - 101
changingcase 4 - 7, 9 - 67 VvV
copying4 - 3,9-64
copying to abuffer 4 - 4,9 - 64 Variables, for merge printing 6 - 12, 9 -
cutting and pasting 5 - 7 120
deleting 4 - 2,9 - 67 Viewing
editing 3 - 3 footnotes 7 - 19
entering 3 - 3 graphsin adocument 9 - 137
finding4-7,9- 30 graphsin afile 9 - 137
formatting 2 - 6 markers 9 - 47
hidden 9 - 56
hiding 4 - 11 W
inserting from abuffer 4 - 5, 9 - 65, 9
- 69 Widows 3 - 16
moving 4-3,9-68 Window Commands
moving to abuffer 4 - 4, 9 - 69 Border 9 - 148
reformatting 3 - 14, 9 - 113 Close 9 - 147
replacing 9 - 71 Paint 9 - 148
searching 9 - 30 Split 9 - 145
sorting 9 - 73,9 - 76 Zoom 9 - 147
undeleting 9 - 78 Windows
Text Entry Mode 2 - 9 border 9 - 148
moving cursorin 2 - 9 closing 5 - 7, 9 - 147
Textfiles 9 - 84 footnote 5- 1,5 - 7, 9 - 146
importing 8 - 1 goingto 9 - 32
sending 8 - 2 identifier 2 - 5
Thesaurus 5 - 14, 9 - 27 moving between 5 - 5
Tools Preferences Commands 9 - 139 multiple 5 - 1
Tutorial, using 2 - 3 painting 9 - 148
splitting 5- 1, 9- 145
U horizontal 5 - 3

vertical 5- 4
Undeleting, text 9 - 78
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zooming 5 - 6, 9 - 147
Windows Clipboard 5 - 8
Word processing

applications 1 - 2

definition 1 - 1
Word processor preferences 9 - 139
Word processor, exiting 9 - 153
Wordwrap 3 - 3

z

Zooming, windows 5 - 6, 9 - 147
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