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INTRODUCTION

Scholastic PFS: Write (ProDOS version) is a word-processing program that is easy to
learn and use. You can use the Write program to create, store, edit, and print all kinds of
documents such as letters, poems, stories, and term papers. You can also use Write to

praof your document for spelling and capitalization errors and for words typed twice in
succession.

This Reference Guide includes detailed procedures for learning how to use all of the

functions and options that Write provides.

How the Reference Guide Is Organized

The Introduction lists the equipment and procedures you need to get started using the
Write program. 1t provides an overview of the main ideas and functions of Write, and
describes the usual flow of work for using the program. The Iatreduction includes a fist
of the special keys that you use with Wiita.

Tha sections that follow the Introduction focus on the five main functiong of Write:
Type/Edit, Define Page, Print, Get’Save/Remove, and Clear. Each saction explains what
one function is used for and what options the function includes. The sections also
include detailed procedures far performing particular tasks, such as creating a new
document, or storing a document on a disk. There is also a separate section explairing
how to proof your document. It follows the Type/Edit section.
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Getting Started

ipment and Materials You Need ' ‘
ggglﬁeed the following equipment, disks, and supplies to use Write:

« An Apple e or llc computer with at least 128K memory, and a disk drive
s An 80-column text card (if you are using an Apple flg)

s An 80-column video monitor properly connected to your computer

« A ProDOS User's Disk for copying and formatting disks

« A supply of double-sided, double-density, ProDOS formatted disks, or a hard disk
for storing documents

* A printer properly connected to your computer, and printer paper

Optional Equipment ‘
» A second floppy disk drive or a hard disk

= Apple Il memory expansion card

Copying the Dictionary ' . .
Wrig'}; dictionary is on the back of the Write program disk. Before using thfe Write
program make as many copies of the dictionary as you need. Follow the instructions
for copying disks on page 100 of this Reference Guide. Give this disk the velume
name /DICTIONARY.COFY.

Creating a Document Disk . _ ‘
Write saves the documents that you create and ed|_t on floppy disks. The Write
program refers to these data disks as Document disks. Any disk that has been
formatted using the ProDOS Format a Volume commanq can be a documept disk.
The procedure for using the ProDCS Format command Is on page 99 of T!’HS _
Reference Guide. It's a good idea to format several disks before you begin using the
Write program. Once you've formatted these disks, you can use thern to save Write
documents.

Making Backup Copies. of Document Disks

It is very important to make backup copies of document disks. To copy a QOcument
disk, use the PreDOS Copy a Volume command on the ProDOS User's Disk. See
pageiC0 in this Reference Guide for instructions.
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Using DOS 3.3 Write Document Disks

You cannoct use Document disks written in DOS 3.3 format with the ProDOS version
of Write. You must first convert these Document digks to ProbOS format, using the
Convert disk included in this supplement. The Convert program requires 128K or
more of memory. To use it, place the Convert disk in Drive 1 and turn on the
computer. Instructions for converting to ProDOS format will appear on the screen.

Using Write with Different Equipment

Use this section to find out how the Write program works with different equipment.
It includes information describing how to use Write most effectively if you're using a

. computer with one disk drive, two disk drives, or with a hard disk.

Using Write with One Disk Drive

You can use Write with just ane disk drive. This is called Drive 1 in the Refersnce
Guide. Keep the program disk in the drive while you are using the Write prograrm.
When you're ready to get or save a document, remeove the program disk from the
drive and replace it with your document disk. If you want to proof your document,
remove the program disk and insert the Dictionary disk. Write will remind you to put

the program disk back in the drive after using your document disk or the Dictionary
disk. .

Using Write with Two Disk Drives

If you have two disk drives and plan to proof your document, keep the program disk in
Crive 1 {the internal drive on the Apple [Ic) and your Dictionary disk in Drive 2. When
you want to save your document remove the Dictionary disk from Drive 1 and insert

your document disk. If you don't plan to proef your document, keep your document
disk in Drive 2,

Using Write with a Hard Disk

If you have a hard disk (also called a fixed disk), you can install the Write program
and dictionary on it. This greatly increases the program's speed. You must put the
Write program disk in your disk drive before you can start Write from your hard disk.
You can remove the program disk once the PFS: WRITE MAIN MENU appears. You
can also store your Write documents on the hard disk but be sure and specify the
prefix {volume name) of your hard disk when you save your documents.
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How to Install the Write Program and Dictionary on a Hard Disk
NOTE: These instructions assume you are using the ProDOS User's disk, If you are
using the ProDOS System Utilities disk, the commands may vary sfightly.

To copy the Write program and dictionary into a subdirectory of a hard disk:

1. Create a subdirectory called PFS using the Make Directory command.

2. Press Esc to go back to the FILER MENU, type F to select File Commands, and
then type C to select the Copy Files command.

3. Put the Write program disk in Drive 1 and type /PFS.Write/ = as the pathname
for your source files and press Return. (Make sure the PFS: Write label is facing
up when you put the program disk in Drive 1.)

4. Assuming that the volume name of your hard disk is PROFILE, type

/Profile/PFS/= as the pathname for yeur destination files, and press Return
twice. (if your hard disk has another volume name, use that name instead of

PROFILE.)

5. When you see the message Gopy Complets, the Write program files and personal
dictionary have been copied onto your hard disk.

6. Remove the program disk from Drive 1, turn it over so that the Dictionary disk label
is facing up, and reinsert the disk in Drive 1.

7. While you are at the Copy Flles screen, type /Dictionary/= as the pathname for
your source files and press Return,

8. Type /Profile/PFS/= as the pathname for your destination files and press Retumn
twice. The Write master dictionary files are copied onte your hard disk.

When creating document files, be sure 1o name your new files using the correct prefix
for your hard disk.

NOTE: To load the Write program from your hard disk, see Starting the Write Program
onpage 10.
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IIstingl_‘Write v;ith a Memory Expansion Card

you have an Apple fle with the Apple || memory expansion card

yo _ . youcanc h

glcftlonary files and any documents you want to work with onto theyexpansiagpgatrde
efore you begin work. This greatly increases the speed of the program.

Each time you turn on your computer, ProDOS automatically f i

: » ormats the expan
cardi) The volume name assigned during formatting is HAM%, where nis thepsaﬁof o
number for the expansicen card. However, for Write to locate its dictiorary files on the
expansion card, you must change its volume name from BAM# to DICTIONARY. Use
the PreDOS Rename a Volume command to make this change'. -

~ Next, use the ProDOS Copy Files command to copy the master dictionary files from

the dictionary side of the program disk. Since three dictionary files are required, you

can simplify the process i i i
can o fFi)Ie sy p by using the wild card /DICTIONARY/= to designate the

Finally, copy the document files you want to use onto the expansion card. {If you

have several PFS programs that you plan to u i i i
se durin
want t0 copy them onto the card.) P 8 one session. you might also

Since the expansion card only stores files tem [
. orarily, you
a disk before you turn off the computer. p ¥, You must save your waork onto
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Starting the Write Program
If your computer is turned off, insert the Write program disk in Drive 1 and turn the
computer and monitor on.

If the computer is already on, insert the Write disk in Drive 1, then press the Control,
Open Apple, and Reset keys at the same time.

The PFS: WRITE MAIN MENU will appear on the screen. You are now ready o use
the Write program.

NOTE: If you have two disk drives, insert the Write program disk in Drive 1 and the
Dictionary disk in Drive 2 before starting the program.

if you have a hard disk, you can start Write from BASIC. Type a hyphen (-}, the path to
the Write program, then /Write.System. Then press Return. For example, to start
Write from a hard disk with the volume name PROFILE and the subdirectory name
PFS, type -/Profile/PFS/Write.System at the prompt, and then press Return.

You can alse start Write from the ProDOS User's disk. This may be convenient if you
are using the memory expansion card. First type G to quit the ProDOS User's disk.
Type the path for the program you want to run at the Quit and Load prompt, and thea
press Return. For example, to load Write from a disk with the volume hame

PFS WRITE, type /PFS.Write/Write,System, and then press Return.

NOTE: If you start Write from a hard disk or memory expansion card, the Write
program disk must be in Drive 1. Once the PFS: WRITE MAIN MENU appears on the
screen, you can remove the program disk from the drive.

Write Overview

You can create all sorte of documents using the Write word-processing program. A
document is any writing you create using Write, for example, a letter, a term paper, a
list of things to do today, or notes from a history class. Computer documents are
stored in filgs on floppy disks (or on a hard disk if you have one).

When you are typing, your docurnent is kept in the computer's temporary memaory.
This temporary memory area ls called the working copy of your computer. When your
document is In the working copy, it is also called the working copy. To make a
document permanent, or to make any changes fo your document permanent, you
must save the working copy on a document disk. The document disk can be any disk
that has been formatied with the ProDOS User's disk.

Write can perform certain kinds of proofing tasks. When you use Write's proof

command, Write will detect spelling errors, certain kinds of capitalization errors, and
repeated words.
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PFS: WRITE MAIN MENU

Atter you have loaded the Write program, you will see the PFS: WRITE MAIN MENU

on your screen. Li i ; ; : ; :
Wﬁ)r(e. sted on this menu are the five main functions and the Exit opticn of

Choose any Write function you want to use b i
" A Yy typing the number of your selection
and then pressing Return. f you wish to stop using Write, you may tgpe E ard pre'ss

Return to exit (quit) the program. Remove yo i
. . . ur progr
disk drive and turn off your computer. Your program and documont disks from the

You can also leave a function at any time and re

. C turn to the PFS: WRITE MAIN
lb[Z pressing the Esc key. F‘:gtljre 1 shows what the PFS: WRITE MAIN MENU Iohgl[::sl\m
ike. ltis followed by descriptions of Write's five main functions and the Exit option.

e ~
1. Typertdit 4. Get'Save/Remove
2. Define Page 5. Clear
3, Print E. Exit
0
APPLE 7 - Help RETURN - Continue
L. J

Figure 1
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The following list describes the five main functions and the Exit option provided by
rite:

1. Type/Edit

i i ke any changes or
e Type/Edit function to type your document, or to ma y .
gosr?ecﬁongpin your document. You also proof your document whilg you are using
Type/Edit.

2. Define Page

Use the Define Page function to change the standard settings for page length and
margins, and to add headings, footings, and page numbers.

3. Print

Use the Print function to print the working copy of your document on p_aper.f You
can print one or more copies of your document, a single page, or a range of 4
pages within your document. You can single-space of double-space your printe
document as well as right-justify it

4. Get/Save/Remove

i i i the working copy of your
Use this function to move copies of documents between ’
computer and your document disk. You can retrieve your document frqm a dl_sk,
store it on a disk, or remove {erase) it from a ciisk.l You can also use this fun_ctagin
to get a kist of all the documents on the disk and list the volumes (disks} available
to you in your computer.

5. Clear

i i i i d the screen so you
Use this function to erase everything from the working copy an .
can start a new document. If you want fo keep your document, you must save it
befare you can clear it from the working copy and the screen.

E. Exit

When you want to stop using Write, press Esc to get to the PFS: WR;-II;JE MA1!N
MENU (if it is not already on the screen). If your dgcument disk is in Drive 1,
replace it with the Write disk. Type E at the Selfactmn prompt and then press
Return. The file box appears showing you the fsles'avaliable to you. You ¢an
gither start another ProDGS program (if you are using a hard disk or memoréfl "
expansion card) or you can turn off your computer. Be sure to remove your dis
from the disk drives before you turn off your computer.
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Getting Help With the Apple-? Keys

Whenever you need help, press either the Open Apple or Closed Apple key and
while it is down, press the ? key. If you have the PFS: WRITE MAIN MENU on your
screen and press Apple-?, you will see a description of each of Write's five main
functions. If you are using the Type/Edit function and you press Apple-?, you will see
a list of the editing functions available to you, as well as a fist of the cursor movement
keys. To return to your work, press Return.

Usual Flow of Work When Using Write
As you use Write for your word-processing activities, you will usually do the following:

1. Load the Write program. Be sure to have your document disk handy. In a2 few
seconds, the PFS: WRITE MAIN MENU will appear on the screen.

2. Select Type/Edit to type in and proof your document,

3. Select Daefine Page from the PFS: WRITE MENU if you want to change the

standard settings for page length or margins, or add headings, footings, or page
numbers,

4. Select Get/Save/Remove to save your document on your documant disk. As you

are typing or editing a document, you should save your work every 20 minutes or
S0.

5. Select Print to print your working copy on paper.

6. Select Clear to clear the working copy fram the coemputer's memory before you

start a new document. Be sure you have saved your document before selecting
Clear. . .

Figure 2 on the next page shows the usual flow of work when you are using Write to
prepare a document. You can leave any of the five main functions and return to the

PFS: WRITE MAIN MENU at any time by pressing Esc. Use the functions in any order
you wish and at any time you wish.
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Press:

Apple-7

Return

Esc

Delete

Tab

Open Apple-Tab

Shift

Caps Lock

Arrow keys
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To do this:

get help with the PFS: WRITE MAIN MENU or the Type/Edit
function. To do this, hold down either the Open Apple key
or the Closed Apple key and while it is down press the 7
key.

centinue a function or operation on a menu, or, in
Type/Edit, to move the cursor to the beginning of the
next ling.

return to the PFS: WRITE MAIN MENU.

erase the character to the left of the cursor.

move the cursor to the next option on a meny, or to
the next tab stop in Type/Edit.

move the cursor to the previous option on a menu, or to
the previous tab stop in Type/Ediit. To do this, hold down
the Open Apple key and while it is down press the Tab
key.

produce an uppercase letter or a symbol. To do this,
hold a Shift key down and press another key at the same
time.

switch the letter keys between lowercase and uppercase.

move the cursor without changing fext.

TYPE/EDIT

Use Type/Edit to type, edit, and proof your documents. Your text on the screen
usually looks exactly the way it wilt Jook on paper.

Features of the Type/Edit Function
With the Type/Edit function, you can:

* Type and edit text.

* Proof text.

* Move the cursor anywhere in your document.

* |nsert, remove, or replace text in your document.
+ Set tabs.

« Search for and replace any word or phrase.

+ ‘Center, right-justify, or left-justify a line of text.

* Remove, copy, or move sections {blocks) of text.
* Insert documents into working copy.

* Combine documents during printing.

* Combine Write documents on the screen.

* Indicate that graphs from PFS: Graph, reports from PFS: Report, or worksheets
from PFS: Flan are to be added during printing.

* Indicate that information from PFS: File is to be added during printing.
* |ndicate that a new page-is to be started during printing.

* Indicate that a section of text is to be right-justified during printing.

* |ndicate characters to be underlined or boldfaced.

= |ndicate codes for special printing features.

Selecting Type/Edit
1. Start from the PFS: WRITE MAIN MENU, f the PFS: WRITE MAIN MENU is not on
your screen, press Esc and it will appear.

2, Select Type/Edit from the menu by typing 1 and then pressing Return. In a
moment, the Type/Edit screen will appear.

PFS; Write 17




The Type/Edit Screen The Ruler . ‘
After you have selected Type/Edit, your screen will show a portion of your docurnent : The number fine located at the bottom of the screen is the ruler. It shows:
(if you have already typed one}. If you haven't typed a document yet, a blank screen . . .
containing the outfine of a blank piece of paper will appear, and you can begin typing * The left and right margin settings, shown by [ and ].

your document. Figure 4 shows the blank Type/Edit screen. * The tab settings, shown by T for typewriter tab and D for decimal tab.

‘ r ~ * The column paosition of the cursor, shown by a highlighted rectangle on the ruter.
: i— Page .
‘| { _J’Buundr%es : » Numbered column positions.
] : ' )
: : Page
i Eﬁ Cursor : + J" Boundrles
] Cursor
|
|
Column Posltlon
of Cursor
Tab Setilng
lll||IlIIWHITEIlleIIlIIIIgllIE]IIII4III!lIIIlslIll|I|||E[|||l||§|]||||ig" -a— Ruler
l—‘t" Working Copy 0%Full  Line 1 of Page 1 -_)—| Right Margin
Status Line iy IIITI|II2IIlIllI¥I3IlIIIll!l4l]II|ll1;5Il|I|IIIIE|II!|IIII}¥1IIIIII+—Hu|er
Working Copy 0%Full  Line 10fPage 1
Figure 4 \

Figure 5
As you look at the screen, you will see the cursor, the ruler, the status line, and the :
page boundaries. A description of each of these follows.

The Cursor

The small blinking rectangle on your screen is the cursor. It signals where the next
character you type wili appear. When you begin a new document, Write automati-
cally sets the right and left margins and the top and bottom margins. The cursor first
appears at the point where the left and top margins meet. By using the arrow keys or
other key combinations, you can easily move the cursor all around your document,
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The Status Line
The status line appears at the bottom of your screen. It shows this information:

* The name of your document (if you have saved it}, or the words Working Copy (if
you are typing a new document that you have not yet saved)

* The percentage of working copy space you've used

* The line and page number of the cursor position

* When you are inserting text

* When the cursor is on text that is bold or underined

* When you have asked for a special editing oparation, such as Search. Wrife then
asks you for the appropriate information needed to complete the operation

* When you have asked to Quick Save your document
* When an operation can't be completed because of an error

e ~

Document

Space Used in
Working Copy

Positlon of
Cursor

nnlnum I‘I‘Ingltl|lIlllglllllllll4llll]ll!l u|#s||5u|!i||$}|:u|n|
rc Working Copy %l LLne1DlFage1—)—l

Status Line

Figure 6
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The Page Boundaries

The page boundaries mark an area of your screen the size of a standard sheet of
paper (8 1/2-by-11 inches). The boundaries stay the same for each document unless
you change them. The top and botiom boundaries are seen as horizontal lines. The
right and left boundaries are seen as vertical lines.

Because the 66 lings that comprise a full page cannot appear on the screen at the
same time, the top and bottom page boundaries appear together on the screen only
when you reach the end of one page of text and the beginning of another. The cursor
automatically moves from one page to the next.

Typing a New Document

Start with the PFS: WRITE MAIN MENU on the screen. i the PFS: WRITE MAIN
MENU is not on your screen, press Esc and it will appear. Then foliow the steps
listed below to begin typing your document:

1. Select Type/Edit by typing 1 and then pressing Return. In a moment, the Type/Ed}t
screen will appear.

2. Using the arrow keys, move the cursor to the place on the page where you want to
start your document.

3. Start typing.

4. When you get to the end of a line, keep typing. Write will automatically put the
next word you type on the next ling. This is called wordwrap.

5. When you reach the end of a paragraph and wish to start a new one, press
Return. Then press Tab, and continue iyping, or press Return twice and continue
typing.

Document Length

Since an entire document is held in an area of the computer's temporary memory
called the working copy, the length of a single document depends on how much
memory your computer has. If your computer has 128K of memory, a decument can
include up to eight standard pages (pages that are 66 lines long). lf your computer
has more than 128K of memory, more pages can be accommodated in the working
copy. In both cases, more pagss can be accommodated if your document contains
shorter page lengths and blank lines.

The amount of working copy used is always shown at the bottom of the Type/Edit
screen as "%Full.” When the working copy is about 20 percent full, save the
document, clear the screen, and continue typing in a new document using a different
name. When the entire piece of writing is finished, the documents can be printed in
succession. :
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Moving the Cursor

The curser movement keys move the cursor without changing the text in your
document. You use them to move the cursor around in your document to reach the
places where you want to delete text, add text, remove unwanted text, and repiace
text. Below is a list of the cursor-movement keys and a description of what each key
does:

Press: when you want to move the cursor:

t ]l e - one space in a specified direction,

Apple-G, then B to the beginning of the document.

Apple-G, then E to the end of the document.

Open Apple « to the previous word.

Cpen Apple — to the next word.

Closed Apple « to the beginning of a line.

Closed Appie — to the end of a line.

Apple-Down Arrow  to the next screen and display the next screen of text.

Apple-Up Arrow to the previous screen and display the previous screen of
fext.

Tab to the next tab or decimal stop.

Apple-Tab to the previous tab or decimal stop.

Return to the beginning of the next ling,

NOTE: When you see Apple followed by another key (for exampie, Apple-G), this
means to press either the Open Apple or Closed Apple key and, while it is down,
press the specified key.
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Correcting Mistakes and Changing Text
There are a number of ways to correct or change the text in your document. As you
develop your skill with Write, you will find the ways that are most comfortable for you,

When you first select Type/Edit from the PFS: WRITE MAIN MENU, Write places you
in the Strikeover text entry mode. (A mode is the way your computer is organized to
work at the moment.) If you make a mistake in this mode, you can simply go back and
type over the error. The new characters will replace the old. Unfortunately, if you
type more new characters than were there originally, you'll type over characters or
spaces that you did not want to erase.

One way to avoid this problem is to use the Insert mode. To enter the Insert mode,
press Apple-l while you're in the Strikeover mode. In the Insert mode, you can type
new characters betwean other characters without deleting what is already on the
screen. All the characters on the screen simply move over to make room for the
NEWCOMers.

The sections that follow provide some specific editing examples.

Correcting Simple Mistakes as You Type
As you type your document, you will make mistakes that you see right away and will
want 1o correct. There are two ways to correct these simple mistakes.

+ Press the Delete key 1o back up over and erase errors. Then type the correction.
Each press of the Delete key erases the ¢haracter to the left of the cursor.

* Press the arrow keys 1o move the cursor to the beginning of the error. Then, while
in Strikeover mode, type over your mistake. This is called Strikeover because
typing aver the error replaces the unwanied text.

Be very careful when you use this method of correcting. It's easy to type over and
lose text that you wanted to keep.
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nserting Text With the Apple-I Key

When you are typing your document or looking back over text you have typed, you
may see piaces where you want to add text or blank spaces without changing the rest
of the document. Use the following procedure to insert text in your document:

1. With the cursor control keys, move the cursor to where you want to start inserting.

2. Press Apple-l (for insert). The cursor will blink more rapidly, and the word
"Inserting” will appear on the status line.

3. Type the text or blank spaces you want i insert. Press the Space Bar or the
Return key to insert blank spaces or lines.

As you insert, all the text to the right of the cursor moves to the right and, if
necessary, down {0 the nextline.

4. When you have finished inserting, press Apple-| if you wish to return to the
standard text entry (Strikeover) mode.

NOTE: Although you can enter text without being in Insert moda, most people prefer
{yping in this mode, since it reduces the chance that you will accidsntally type over
and erase material you've already entered. Write's editing operations work the same
way regardiess of whether or not you are in Insert mode.

Removing Text With Apple-R

While you are editing or looking back over text you have typed, you may find
characters, spaces, words, or lines that you wanit to remove. To remove characters or
spaces, press Apple-R.

First, place the cursor on the first character or space you want removed. Then press
Apple-R. Keep pressing until ak the unwanted characters and spaces are gone. The
characters and spaces 10 the right of the removed characters will automatically move
over to fiil up the empty space.

Removing an Entire Word With Apple-W

To remove an entire word, place the cursor anywhere in the word and press Apple-W.

The word and the spaces that follow the word will be removed, and the characters to
the right of the word wilt move over to fill up the emply spacs.

REMEMBER: When you see Apple followed by another key (for example, Apple-W)

you should press either the Open Apple or Closed Appfe key and, while it is down,
press the specified key.
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Removing an Entire Line With Apple-E

To remove an entire line of text or blank space, place the cursor anywhere on the line
that you want to remove. Then press Apple-E. Once you do, the entire line will be
removed and the lines below will move up. .

Replacing Text by Removing and Inserting in Insert Mode

it is best to be in Insert mode when you are editing text. If you are not in Insert mode,
press Apple-l. The fastest and easiest way to edit text is to move the cursor to the
beginning of the text you want to replace. To do this, use the arrow keys or other
cursor control keys. To remove the undesired text, press Apple-R, Apple-W, or
Apple-E. Finally, to insert the correct texi, type the insertion.

Replacing Text by Striking Over

If you are not in Insert mode, you can replace text directly. To do this, move the
cursor to the first character that you want to replace, and then type the replacement. if
the replacement has fewer characters than the original text, remove the leftover
characters by pressing Apple-R. If the replacement has more characters, you'll have
to enter Insert mode. Press Apple-| to insert the characters that don't fit.

NOTE: This method of editing is usually not recommended. When you use this
method of editing, you must be very careful not to type over text that you want to keep.

Removing Space From a Page

Sometimes you need to close up text on a page by removing unwanted space. To
remove the unwanted space, press Apple-E and Apple-R. For exampie, suppose you
want to combine two paragraphs that are separated by a blank line. Follow these
steps to comnbine the paragraphs.

1. Position the cursor on the blank line that separates the paragraphs and press
Apple-E to erase it.

2. Position the cursor at the end of what had been the last line of the first paragraph.
To do this, use the arrow keys to move the cursor to any point in that ling, then
press Ciosed Apple-Right Arrow. (This places the cursor on the invisible marker
made by the Return key.)

3. Now press Apple-R. The lower paragraph will be combined with the first
paragraph.

Here's another method you ¢an use to combine the two paragraphs. First, make sure
you are in Insert mode. (Press Apple-1 if you are not.}) Then, place the cursor on the
first character of the paragraph you want to move up and hold down the Delete key.
This action will "drag" the second paragraph up to meet the end of the first.
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Setting Tab Stops

Tab stops are markers you put on the ruler that is displayed at the bottom of the
screen. If you set tab stops, you can easily move the cursor to set positions along a
ling by pressing the Tab key. You can set tab stops and change tab stops as often as
you want, whenever you want.

Write automatically sets one tab stop for the normal five-space paragraph indentation.

To indent a paragraph, press the Tab key once and then begin typing your
paragraph.

Write recognizes two Kinds of tab stops: typewriler tab stops, represented on the ruler
by T, and decimal tab stops, represented by a D.

Typewriter Tabs

This tab works just like a typewriter tab. When you press the Tab key, the cursor
moves to the closest tab stop to its right. This makes it easy for you to line up text. If
you press Apple-Tab, the cursor moves to the first tab stop o the left.

Decimal Tab

A decimal tab lines up the decimal points in a column of numbers. The decimal tab
makes it easy for you to enter lists of figures, such as price lists or numerical test
scores, in a document. As with typewriter tabs, you press the Tab key to move to a
decimal tab stop. As you type numbers at the decimal tab stop, Write places the
characters to the left of that tab until you type a decimal point. After that, any
characters you type are placed to the right of the tab stop.

Setting Typewriter or Decimal Tab Stops
Use the following procedure whenever you want to set tab stops:

1. Move the cursor to the place where you want to set a 1ab stop and press Apple-T.
You will see this message on the status line: "Type in tabs (T or D}; then press
Return.”

2. Type T for typewriter or D for decimal. The letter T or D will appear on the ruler
indicating the position of the tab stop.

3. Press Return. The message on the status line will disappear but the tab stops wili
remain.
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' Removing Typewriter or Decimal Tab Stops

Use the following procedure whenever you want to remove tab stops:

1. Move the cursor 1o the tab stop you want to remove and press Apple-T. Ina
moment, the tab stop message will appear on the status line.

2. Press the Space Bar to move the cursor across the unwanted tab stop. When you
do, the tab stop will disappear.

3. Press Return. When you do, the message on the status line will disappear.

Search and Replace

Write's Search operation automnatically searches through your decument, starting
with the first word following the cursor, #t searches for any word or phrase, or any
partiat word or phrase, that you want to find.

Use Write's Search operation to accomplish these four related tasks:

= Search. Searches for the first eccurrence of a word or phrase in the text following
the cursor.

» Manual search and replace. Replaces any or ail occurrences of a word or phrase
with another word or phrase, allowing you to manually select, one by one, which
occurrences to replace.

= Automatic search and replace. Automatically replaces all occurrences of a word or
phrase with another word or phrase without manual selsction.

* Counting words. Counts the number of occurrences of a word or phrase.

Rules for Search
The Write program uses the following rules when searching for a word or phrase:
= Search ignores spaces before and after the search phrase.

* Search ignores spaces in the search phrase. Thus, the search phrase
"sitver dollar" would find "silver doflar.”

+ Search ignores letter case. Thus, the search phrase "Dr. Livingstone” wouid find
"dr. Livingstone" or "dr. livingstong" or even "dR. LivingStone."
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Searching for a Word or Phrase
Use the following procedure to search for a word or phrase in your document:

1. Using the cursor control keys, move the cursor to where you want to start the
search. For example, if you want to start at the beginning of your document, press
Apple-G, then B.

2. Press Apple-S to display the following prompt on the status line:
Search for:
Replace with: Manual or Automatic (M/A):M
Notice that the cursor is prompting you to type the search phrase.

3. Type the word or phrase that you want to search for.

NOTE: If you have done a search previously, part of the old search phrase may
remain at "Search for." Press the Space Bar to erase any unwanted characters that
may be left over from a previcus search.

4. Press Return to begin searching.

The Write program will search your document for the first occurrence of the word or
phrase following the cursor. The cursor will appear on the first character of the word
or phrase.

If the word or phrase does not appear in your document after the point where you
placed the cursor in Step 1, the cursor will not move and Write will display the
message, "Search phrase not found." Press Return to continue. When you press
Return, the Search operation is canceled and the search prompts disappear from the
status line.

NOTE: For more information, read the following sections on search words and
phrases,

Searching for Multiple Occurrences

Write leaves the search word or phrase from the previous search at "Search for.” For
example, if you search once for "Dr. Livingstone,” the next time you press Apple-S,
the status line will look llike this:

Search for; Dr. Livingstone
Replace with: Manual or Automatic (M/A): M

When this prompt appears, you can find the next occurrence of "Dr. Livingstong”
without retyping the phrase. To do this, simply press Return. From this point, each
time you press the Apple-S/Return sequence, Write will find each successive
occurrence of your search word or phrase until no more occurrences can be found.

To find a new word or phrase, type the new word or phrase at the "Search for" prompt
and remove any leftover letters from the old word or phrase using the Space Bar.
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. Partial Matches

You can use the Search operation to find partial words or partial phrases in a
document. If you put two periods in a row in the search phrase, the Write program will
let the two periods stand for unknown characters. Then, once you press Return, Write
will find anything that matches the rest of the search word or phrase. Here are some
gxamples:

If you search for; Wreite will find:

educat.. education
‘ educatlona
educating
.dion education
fiction

classitication

. chirp
first
mirror

Replacing Words and Phrases

You can use the Search operation not only to find words or phrases, but aiso to
replace them. This can be done manually, letting you decide whether or not to make
each replacement. It can also be done automatically, leiting the Write program
replace each occurrence of the search word or phrase.
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Manual Search and Replace
Use the following procedure to search for 2 word or phrase and replace it with
angther word or phrase:

1.

Move the cursor to the place in your text where you want the Search and Replace
operation to begin. (If you want to start searching from the beginning of your text,
press Apple-G, then B.)

. Start the Search operation by pressing Apple-S. The search prompts will appear

on the status line.

. Type the search phrase.

Press Tab to move the cursor to "Replace with.”

5. Type the replacement text.

Notice that the "Manual or automatic (M/A)" prompt is set fo M. Leave it that way.
Press Retumn.

Write will find the first cccurrence of the word or phrase you typed next to "Search
for" and place the cursor at the beginning of that occurrence. Write then asks
whether or not you want to make the replacement by modifying the status line to:

Search for:

Replace with: Replace (Yes/No/Quit)?

. To make the replacement, press Y for yes. The Write program will make the

replacement and continue the search.

If you do not want to replace this particular eccurrence, but might want to replace
some later occurrence, press N for no. The Search operation will continue.

If you do not want o replace this particular occurrence or any later occurrences,
prass Q for quit.

When the last occurrence has been found and acted upon, Write stops the search
process and the Search prompts disappear.

30 PFS: Write

: Antomatic Search and Replace

Use the following procedure to search for a word or phrase and automatically replace
gach oceurrence with another word or phrase:

1. Move the cursor to the place in your text where you want the Search operaticn to

2.

& Ne s R W

begin. If you want to start at the beginning, press Apple-G and then B.

Start the Search operation by pressing Apple-S. The prompts will appear on the
status line.

Type the search word or phrase next to "Search for."

‘Press Tab to move the cursor to "Replace with.”

Type the replacement word or phrase.

Press Tab to move the curser o "Manual or Automatic (M/A)."
Press A to select the automatic replace option.

Press Return to start searching and replacing.

The Write program will search for every occurrence of the search phrase (from the
cursor position to the end of the document} and replace it with the replacement
phrase.

After the last replacement is made, Write will show you the number of replace-
ments that were made. Press Return to remove the search prompts from the
screen. Write will leave the cursor at the end of the last replacement.

To stop the Search and Replace operation while it is in progress, press the
Space Bar.

Using the Search and Replace operation is a good way to correct words that are
consistently misspelled. However, it's easy to make a mistake with automatic
Search and Replace. When you finish using the Search and Replace operation,
be sure to scan your document to see whether you got the result you intended.

PFS: Write 31




Counting Words or Phrases

You can use the Search operation to count the number of times a particular word or
phrase oceurs in your document. Te get such a count, use the following procedure:
Put the cursor at the place in your doecument where you want the count to begin.
Press Apple-S. The search prompts will appear on the status line.

At "Search for," type the word or phrase to be counted.

Press Tab twice to move the cursor to "Manual or Automatic (M/A)." (Make sure
"Replace with" is biank.)

5. Press A to select the automatic replace option.
6. Press Return to initiate the Search operation.

Fall

The Write program will then search for all occurrences of the word or phrase and
display a running tally of the number of matches at the bottorn of the screen. When
the last occurrence has been found, press Return to continue.

NOTE: To count the total number of words In a document, follow the procedure listed
above but type .. (two periods) at Search for.

Formatting (Adjusting) a Line of Text

You can use Write to adjust the position of individual lines on the page. To make
these adjustments, use Apple-F. You can move lines up against the left margin,
move lines over to the right margin, or center lines on the page. Use the following
procedure to format a line of text:

1. Move the cursor to the line you want to adjust.

2. Press Apple-F. Write will highlight the line selected and display this prompt on the
status ling: Left Center Right (L/C/R).

3. Press L to move the line so that its first character is at the left margin, C to center
the line between the left and right margins, or R to move the line so that its last
character is at the right margin.

Write wilt adiust the position of the line and remove the format prompt.
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““Block Editing

The block editing.operatio.ns allow you to remove, move, and copy lines or a partial
line of text. The first step in any of these functions is to jabel or mark the boundaries
of the block of text that you want to remove, move, or copy. :

Labeling a Block of Text
Follow the steps listed balow 1o labsl a block of text that you want to remove, move, or
copy:

1. Move the cursor to.the first character in the block you want to label, and press
Apple-L. The word "Labeling" will appear on the status line.

2. Move the cursor to the last character in the block of text you want to label. You
can use any of the cursor movement keys while labeling your text. For example, if
you are labeling whole lines of text, you can use the Return key, Down Arrow key
Closed Appte-Right Arrow, Apple-Down Arrow, or even Apple-G, then E. The '
labeled text will be highlighted on your screen.

If you change your mind and want to unlabel a block of text, press Apple-L. The
hlghnghtlr]g will disappear. You can also unlabel a block if you move the cursor
to any point before the labeled section, or if you press Esc.

3. Once you've [abeled a block of text, you're ready to remove, move, or copy that
text. Instructions for performing each of these operations are provided in the
sections that follow.

Removing a Block of Text :
To remove a block of text, label the text by following Steps 1 through 3 above, then
press Apple-R to remove it.

The Write prograr removes the block of labeled text and places it in an area of the
computer's memory called the block buffer. The block of text remains in the block
bufter until it is replaced by another block of text, two documents are joined at print
time, you exit Wrife, or turn off the computer.

NOTE: If you try to remove a block that is bigger than the block buffer, you will see
the following message on the status line:

Block too large to save. Remove anyway {Y/N}?

If you do not intend to move or copy the block to some other location in your
document, press Y for yes. But be careful. When you press Y, the block of text is
erased and you cannot get it back.

NGTE: If you want to move or copy the biock, press N for no. The cursor is placed at
the end of the labeled block. Use the Up Arrow key o reduce the size of the block
and remove it in smaller segments.
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Moving a Block of Text
To move a block of text follow the steps listed below. You may also find it helpful to

read the sections on labeling and removing a block of text on page 33.

1. Label the block by pressing Apple-L and moving the cursor over the text you want
to move.

2. Remove the block by pressing Apple-R. If you receive a warning on the status line
that the block is too large to save, press N when Write asks if you want to remove
it anyway. Use the arrow keys or other cursor control keys to reduce the size of

the block.
3. Move the cursor to the place in your document where you want the labeled text o
appear.

4. Press Apple-D to duplicate the block of text. Once you do, the Write program
brings a copy of the block from the block buffer and inserts it at the cursor focation.

A copy of the block will remain in the block buffer.

Copying a Block of Text
When you copy a block of text, the block stays in the original location and you place a

copy of it in another location. To copy & block of text, follow the steps below:

1. Label the block of text by pressing Apple-L and moving the cursor to the end of the
text you want to copy.

2. Press Apple-D. The Write program makes a copy of the labeled text and places it
in the block buffer. You may get a waming on the status line that the block is too
large to duplicate. Press N when Write asks if you want to remove it anyway, and

then make the block smaller.

3. Move the cursor to the piace in the document where you want to insert the block.
Press Apple-D. Write will insert a copy of the block at that location.

You can insert more copies of the same block of text by moving the cursor to different
locations in your document and pressing Apple-D.
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Moving or Copying Text from One Document to Another

Use the following procedur
e a2, gp dure to move or copy a block of text from document 4 to

1. Begin with document 1 in the working copy. Label the text 1o be moved or copied.

2. Press Apple-R if you want 1o remove and move th '
want to copy the labeled fext, & labeled text, or Apple-D if you

3. Save document 1.

4. Get document 2 on the screen (even if it is st
. ored on another document dis
Move the cursor to the place in document 2 where you want the text to app:)ér.

5. Press Apple-D. The labeled text will appear in decument 2.

REMEMBER: Labeled text remains in the block buffe i i

' L r untif you replace it with
different text, join two documents at print time :

VN, of 1 off your commerms P , press E at the PFS: WRITE MAIN

5nserti1_1g Another Document into Working Copy
ou can insert a Write document that is on your document disk |
i ) into a docum
have in the vyorklng_copy. Once the document has been inserted, it can bue ;cTiieydou
and saved - just as if you had typed it in. This operation is called append.

The appended document will be inserted baginnin i

t g at the left margin, at the iti
of the cursor. The margins of the appended document will be autc?matically position
reformatted to the margins of the document currently in the working copy.

Appending
Use the following procedure to append a document into working copy:

1. Place the cursor at the point in your docum
document 1o sppear y ent where you want the appended

2. Press Apple-A. You wili see the following on the status line:
Document to append:

3. Type the name of the document you want to a i
. ppend. (include the prafix if th
document you want to gpgend is on & different disk. For example ptype °
/Docs/Zebra if the prefix is Docs and the document name Is Zeb,ra.)

4. If you are using one disk drive, remove the Writ i i
) . ) ( e program disk from Drive 1
:‘ln:\?ertht,\r:g éiloiugwgnt disk it(hat contains the document you want to append (I?r;/gu
Isk drives, make sure the document disk that contal ;
you want to append is in Drive 2.) Ains the document

5. Press Return. The document to be appended will be moved into working copy.

6. Remove the document disk from Drive t and in ] i
sert the Write program disk. Pr
Return. The append_ed document wiil be inserted into the dogurgent that is e
currently in the working copy at the position that you specified.

NOTE: It is a good idea to save your new g
. : ppended docurnent.
Remove section for information on how to save documents. 500 the GetSave/
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Joining Documents When Printing

Whan you are printing, you can combine or join documents or files. To do this, you
must add a special command to your working copy document at the peint where you
want the other document added. This command is *Join name*.

In this example, "name” represents the name of the document or file to be added
while printing. For example, to join a document named Animals you would type
*Join Animals*. The command can be abbreviated to *J Name*. If you are using
two drives or a hard disk, specify the prefix or complete pathname.

The Join command does not actually add the file to the working copy. It simply prints
any files you specify at the location you have specified. You should use *Join name”®
rather than Apple-A {append) when the document 10 be added is tco large to fit into

working copy.

NOTE: See page 65 for datailed instructions on how to use Write's Print function.

You can use the Join command to:

= gombine Write documents with ASCI! files.

= combine Write documents with ather Write documents.

» combine Write documents with reports created with Schofastic PFS: Report.
« combine Write documents with worksheets created with PFS: Pian.
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Example of Joining Another Write Document

In the following example, you want a Writ
! 2 : e document n
Write document in working copy when it is printed. Bmed Zebra to be added to the

. . . .
1. Type *Join Zebra* at the place in working copy where you want the document

Zebra printed when the working copy is pri
py is printed. {Y i
uppercase or lowercase letters. It doesnF')t matter{wﬁil::r?.?n W/pe the command in

If the document you want joined is on an isk, i

other disk, include the prefix of i
as we[! as the document name. For example, type *Join/DocEIZebra*ﬂ\j\?hglr?Th
prefix is Docs and the document name Is Zebra. °

2. Use Write's Print function to print the working copy.

ff you have one disk drive, select Print from the PFS: WRITE MAIN MENU. Then

remove the Write program disk and insert th i i
Gontinue with the B arooeey the document disk that contains Zebra.

If you have two disk drives, make sure th i
, e document d i
document you want 1o join is in Drive 2. ok that contains the

The joined document will be printed in
! your document where the comm
dAny blank hnTes befom: or after thg command will be printed before or aftae?{:thj%?r?;z
ocument. The margins of the joined document will be unchanged.

You can join as many documents as you want. This i :
! warit. is is helpful when you gre worki
gpnaa”grocé%?fnrimgta:z ;%0 Iongkto Re Qeld i working copy. Split the c},ocument ﬁ;kli?l?o
; u work. At the end of the first small document, a *Joi
name” command for each subsequent document, When you print your’firg?s?ﬁ;ﬂom
document, alf the other documents will be printed in order.

NOTE: If you want each document to be pri ]

f L printed starting on a new

insert the special {Vew Page command (*N*) between gach Join céonig?%njgw g;ust
page 41 for more information on this procedure. ' °
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Adding a PFS Report or Worksheet
You can join reports produced by FFS: Report, and worksheets produced by PFS:

Plan, to a Write document during printing if they have been saved on a disk and
printed to a disk file. (See the Scholastic PFS: Report Reference Guide and the PFS:

Pfan manual for details.)

NOTE: You must have printed the worksheat or the report to & disk file (also called
ASCH file) before you can join it to a Write document.

Before you print & report or worksheet to a disk, set its page width {(on the PRINT
MENUY} so that it's the same as the page width of the Write document you're joining &
to. The report or worksheet will be centered in the Write document when the Write
document is printed. i you make the page width smaller than the Write document's
page width, the report or worksheet will be printed off-center to the left. If you make
them larger, the lines of the report or worksheet will wrap around, causing the

atignment of the columns to be lost.

Use the Join command described above. For example, if you want 10 print a report
named Countries, type *Join Countries* at the place in the working copy where
you want the report to appear when the working copy Is printed.

You can join as many reports, worksheets, and ASCI! files to your Write document as
you want.
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v Troubleshooting
~i)f a PFS report or worksheet or an ASGII file is wider than the d
ifa . AS ocument yo
join it o, you will need to use the *Printer* command to print the file in cgmlérvgirs]:aéo

- *Join name*

" will print the document right-justified, except for the file you joined.

mode. If your printer offers a compressed mode featur i

it should be I|st_ecg in your printer manual. Place thetfoi’nggf‘}" Cc%ﬂr:]r%%%% t%a;tascig\éates
compressed printing just before the *Join* command. Place the *Printer* commeiftS d
that returns the printer to normal printing just after the *Join* command. See A 42
in this Reference Guide for a description of the *Printer* command ’ page

if you are printing an entire document right-justified m

AR Atalioh , You may want to turn off
justification befare a worksheet or some othe m is joi i
on justifying below. r document is joined, See the section

Justifying a Doecument

You can right justify a section of text within your document usi f

\ C using the *Justify Yes*
Just!fy NF?I* comm%nds.. That means that every line of text will gnd flush wi%(h tﬁz :i%?actj
margin. ace*the .Justlfy Yes” command before the section of text you want to justf
and place the *Justify No* command after the section of text. Y

Write has a special PRINT MENU option that allows you to print an entire document
justified to the right margin. _ {See page 75 for more information.) If you are adding a
report or worksheet to a Write docurment that you intend to print right-justified, you wiil
not want the report or worksheet to be printed justified as weli. You will need fo turn
pff Justllfzcatlon just before the file to be joined is printed and then tum it back ft

it is printed. These commands are shown below: on ater

*Justify No*
*Justify Yes”
When you print the document, press Y at "Justify (Y/N)" on the PRINT MENU. Write
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Adding a PFS Graph When Printing
You can print a graph created with PFS: Graph at any location in a Write document as
long as that graph has been saved on a disk and printed to a disk file. (See the PFS:

Graph manual for details.)

To add a graph, type a special command into the working copy at the point where you
want the graph to be printed. That command is *Graph name”.

The word name represents the name of the graph to be printed. This command can
be abbreviated to *G name*.

For example, to print a graph that you previously saved and printed onto a disk file
under the name Grades, you would type *Graph Grades* at the desired location in
your document.

When you are ready to print, place the disk containing the graph in Drive 1 if you
have one disk drive, or Drive 2 if you Have two disk drives.

When Write reaches the part of the document where the graph is to appear, it reads
the disk file and prints the graph in the correct location. The graph will fook just like it
did when you printed it with Graph, and it will take up the same amouni of space. The
graph wiil be indented from the left margin exactly as you specified in Grapfi. If you
want to change the indentation, use Grapf to do so.

As with the Join command, you don't need to insert blark lines in your document
where the graph will be printed. However, you can insert about 20 blank lines if you
want the page breaks in the working copy to match exactly the page breaks of the
printed document after the graph is printed.

If the graph will not fit on the current page, Write will start a new page before printing
it. If you do insert blank lines in your document (so the page breaks in the working
copy will match those in the printed document), make sure you leave encugh space
on your page for the graph.

You can print as many graphs in a document as you wish. Just type the Grapn
command wherever you want a graph to appear. Be sure to use the same kind of

printer as you originally used to print the graph, or your graph may net look the same.

40 PFS: Write

e ;L'Exam;f;lﬁ of Adding a PFS Graph
% n the following example, you want to add a graph named i
your working copy. Here's how to do it: orep el Grades when you print

1, Type *Graph Grau_des* at the place in working copy where you want the graph
named Gr@des printed when the working copy is printed. (You can type the
command in uppercase or lowercase letters. it doesn't matter which.)

If the graph you want added is on another disk, includ i i
. e the prefix of the disk as
well as the graph name. (For example, t *
as . type *Graph/Docs/ *
prefix is Docs and the graph name is Grades.) i /Gradestunen the
2. Use Write's Print function to print the working copy.

If you have one disk drive, select Print from the PFS: WRITE MAIN

i ) S8 : MENLU. Then
remove the Write program disk and insert the document di i
Continue with the Print procedure. t sl hat contains Grades.

If you have two disk drives, make sure the doc i i
e ! ument disk that contains the graph

The Write program will prin i .
o T2 print your working copy and add the graph at the designated

Starting a New Page

You can start a new page at any point in your document when it i i i
typing the command *New Page*. g when s being printed by

This command can be abbreviated to *N*.

B The line following the *New Page* command will begi
. ag gin on the next page of your
printed document. If you use this command, the pages and page nupmgers ir);lycur
- working copy will not be the same as those in your printed copy.

- Special Printing
Most printers have different ways of printing your text. For i
M . . example, with some
printers, you can underline or poldface your text. With others, yoﬂ may be able to
print in italics or change the width and height of the characters. The following
sections expllaln how to mark your text for underlining and boldface printing, and how
to send special codes to your printer for other kinds of printing.
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Underline and Boldface
You can mark portions of your document so that they will be underlined or appear in

boldface type on the printed copy. To do this, position the cursor over the character
to be underlined or in boldface and press:

* Apple-U to underline
* Apple-B to boldface

Write wili highlight the character .under the cursor and move the cursor to the next
character to the right. To underline an entire word or phrase, hold down the Apple
key and the U key at the same time until the entire word or phrase is highlighted. To
boldface an entire word or phrase, hold down Apple-B until the entire word or phrase
is highlighted. You can even mark text first with the underline key and then with the
boldface key {or vice-versa), so it will be both underlined and in boldface by

repeating the procedure.

To remove the boldfacing or underlining frem a section of text, retype the text. You
can type over the highlighted text if you are not in Insert mode. If you are in Insert
mode, you can remove the text and retype it.

If you move the cursor over a character that has been underlined or made boldface,
the message "Underlined" or "Boldface” appears on the status ting at the bottom of

the screen.

Characters marked for boldface are printed twice, so the letters are darker.

Sending Special Codes to Your Printer
You can command your printer to do special printing by sending It control codes. At
the point in your document where you want special printing, type *Printer code 1,

code 2, code 3.

The codss in the command are ASCII decimal equivalents for the desired control
code. Separate the control codes with spaces or commas. *Printer can be
abbreviated to *P.

At the end of the text that you wish to have printed in a special way, you must send
the appropriate code that turns off the special printing and returns the printer to

normal printing.

For example, suppose you are using an Imagewriter printer and you want the title of
your report (Zebras) to be printed in a special double-wide style. You would typs this
at the position your title is to appear: *Printer 14* Zebras *Printer 15*

In this example, the command *Printer 14 tells the Imagewriter to print the title
Zebras in double-wide style, and the command *Printer 15* instructs the printer to

return to its normal printing style.

NOTE: Each brand of printer has different control codes. Refer to your printer manual
for the correct codes.
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. Form Letters Using Data Files From PFS: File

AU A form letter is a letter that is sent to each person whose name a i

R . ; ears on a list. Y
 ecan use Write to print a batch of form letters that are personalizegpfor each person oonu

the list. For example, letters might be tailored to tell each of

about supplies he or she ordered from the school store. !nst?a;;%qugér?c;iﬁtgugigis
student & Ieﬁter thatlbeg_ins "Dear student,” you can have John's letter begin wiizhy
"Dear .John, Nancy's with "Dear Nancy," and so on. The letters could also tell each
student what he or she ordered and how much was owed the store for the purchases
Another example would be letters that tell each teacher in a school about his or her '
room assignment. Yog can have Write automatically print each teacher's room
assignment when it prints the letter instead of having someone fill in a blank,

To use the form letter facility you will need a program calle : Fil f

Fife keeps forms that include information sucFI)1 ags a persor?sprgsrﬁg I;enijgtehfeDrritse?r?sn‘
For our student store, Fife could keep the customers' first and last namas, their '
purchases, the cost of those purchases, and delivery information. For thé letter to
teachers, it could keep track of each teacher's name, class schedule, and room
assignment. Scholastic can provide you with a school edition of File.,

This section of the Reference Guide assumes that you know how ]
program and that you are familiar with the terms usyed in the S(a}:hoi'gsut?c? I-E’rr’]%'F:é?le
Reference Gmde. ﬂegall that the entire collection of information is called a }ile' that
the |nf0r.mat|on on a single person or topic is called a form; and that a single pi,ece of
information, such as a first name or room assignment, is cafled an Jitern.

" Using the instructions that follow, you will create a sam
: : ple form letter that telis
- students about orders from the school store. One such letter might look like this:

Ws, Ermentruda Golightly
1730 Fantasyland Bouleyard
Disneyland, GA 12345

Dear Ermentruds:

The blank disks {hat you ordersd from (he school stera
ha_vs arrived. Whan you come to pick lhem up, please
bring §t4.27 to eover the following expenses:

Supples 1264

Tax 8

Shipping 100

Total 1427
Sinceraly,

Mickey Mouse, Prop.
Disnayland Country Jay School

L Figure 7

. This letter is to be sent to a number of i

5e people. Some part of the letter will be the
same for every recipient. Other parts, outlined in the above exampie, will be different
; ::_for each recipient. We will call these latter parts blanks.
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