


































































































































































































































































































6-6 Chapter 6. Printing Documents 

WARNING: 

IF YOU ARE SPOOLING A DOCUMENT FROM A FLEXIBLE 
DISK, DO NOT REMOVE THE FLEXIBLE DISK CONTAINING 
THE SPOOLED DOCUMENT FROM THE DRIVE UNTIL 
SPOOLING IS COMPLETED. IF YOU DO, YOUR DISK CAN 
BE DAMAGED. 

If the values for the print format are what you want and the 
printer model and printer path are correct, select Spool. 

The document is copied on a disk. You can stop the creation of 
the file by selecting Abort. When copying is complete, printing 
begins, and the screen displays the Print menu, allowing you to go 
on to other VisiWord functions. 

Note: 

The printer appears to turn on and off periodically while you are 
spooling a file. The disk drive light also goes on and off. To 
your computer, spooling is the secondary function. Therefore, it 
will process other functions before it completes spooling your 
file. However, the appearance of text on. the editing screen may 
be slower while you are printing. 

You can stop spooling at any time. If you are on the editing 
screen and decide you want to stop printing the document that is 
being spooled to the printer, press ~. Then follow these 
steps: 

1. Select Print. The editing screen clears, and the print screen 
appears. The print screen indicates that spooling is in 
progress. 

2. Select Spool. The program reminds you that you are already 
spooling. 

3. If you want to stop spooling, select Yes. The spooling file is 
deleted, and the screen displays the Print menu. If you do not 
want to stop, select No. Spooling resumes, and the screen 
displays the Print menu. 
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UNIT 2 
PRINTING A DOCUMENT ON A DISK 

MENU PATH: VW/Print/Disk 

You can print a document on a disk in the same format as that 
file would print on a printer. This allows you to use VisiWord 
documents with other VisiCorp products, such as the VisiFile™ 
program. You can also print on a disk a document that does not 
include printer format information. See "Printing as an IBM DOS 
File" at the end of this unit for details. 

In the VisiWord program, every document must have a name 
which is used to identify the document to the computer. These 
names can be: 

o Up to 8 characters followed by a period (.) and an optional 3 
character extension. 

o The letters a through z in upper, lower, or upper and lower 
case. 

• The digits 0 through 9. 

Upper-case letters and lower-case letters are treated as the same 
letter. For example, Memo.ext and memo.ext refer to the same 
document. If you type a name that contains too many characters, 
the program automatically corrects it for you. For example, if you 
type memorandum. out as your name, the program corrects it to 
be memorand.out. 

When you supply the name of a document, you must include 
where you want the document to be saved. If you include a drive 
name, for example, A:memo.ext, the document will be saved on 
the disk in that drive. If you do not include a drive name, the 
document is saved on the disk in the drive named as the Docu­
ment Path. If you loaded the program from the VisiWord pro­
gram disk, and if you have not changed the program startup set­
tings, the Document Path is drive B:. If you installed the program 
on a hard disk, the Document Path is the hard disk drive letter. 
For details on the Document Path, see Appendix F. 
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To print a document to a disk: 

1. From the editing screen, press ~ to use the menu. 

2. From the Main menu, select Print. The editing screen clears, 
and the print screen appears. 

3. Select Disk. 

4. If your document has not been saved, you are reminded that 
it can be lost if you are printing an appended document. If 
you want to save your document now, select No. If you do 
not, select Yes. 

5. You are prompted for a filename. Two options appear: List or 
Type-In. 

a) If you select List, put the cursor on the name you want 
from the list using the arrow keys to move the cursor up 
and down. Use the ( P G UP) and ( P G D N ) keys to see a 
list that is longer than one page. Press GIl to choose the 
name, and press ~ to return to the menu. 

b) If you select Type-In, type the name of the document, and 
press GIl. 

6. If a document exists with the name you chose, you must 
verify that you want to use the name. If you select No, you 
are returned to the Print menu. If you select Yes, the docu­
ment will be copied on the disk. 

You can stop the creation of the file 'by selecting Abort. When 
copying is complete, the screen displays the Print menu allowing 
you to go on to other VisiWord functions. 

PRINTING AS AN IBM DOS FILE 

MENU PATH: VW/Print/Model 

You can print a document to a file that can be used by IBM DOS. 
This file does not include headers, footers, and blank lines that 
form page boundaries or top of forms. This information is 
included when you print on a disk. 

To print a document to an IBM DOS file: 

1. From the Print menu, select Model. 

2. Using the arrow keys, move the cursor to the line that reads 
Pr in t as IBM 0 os f i I e and press GIl. 

3. Select Quit. 

4. Select Disk, and follow the steps for printing on a disk earlier 
in this unit. 
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UNIT 3 
STOPPING THE PRINTER 

When you are printing a document directly on a printer, a print 
message appears on the screen allowing you to stop printing at 
any time. To make the printer pause, select Pause. Select Resume 
to contihue printing. Select Abort to stop the printing entirely. If 
you abort the printing, the program returns to the Print menu. 

When you are spooling a document, you can stop the printing at 
two different times. When you spool a document, it is first copied 
to a temporary file, and then printed from that file. While the 
document is copied, a print message appears on the screen. You 
can stop the creation of the temporary file by selecting Abort. 

You can stop spooling at any time. If you are on the editing 
screen, and want to stop printing the document being spooled, 
press ~. Then follow these steps: 

1. Select Print. The editing screen clears, and the print screen 
appears. The print screen indicates that spooling is in 
progress. 

2. Select Spool. The program reminds you that you are already 
spooling. 

3. If you want to stop spooling, select Yes. The spooling file is 
deleted, and the screen displays the Print menu. If you do not 
want to stop, select No. Spooling resumes, and the screen 
displays the Print menu. 
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UNIT 4 
DISPLAYING MESSAGES 

WHILE PRINTING 

MENU PATH: VW/LayoutlMessage 

You can write messages, insert them into a document (they are 
not displayed on the editing screen), and display them on the 
screen while the document is printing. The printer stops printing 
until you respond to the message. For example, if you have to 
change print wheels in the middle of a document, you can insert a 
message to remind you. When it's time for the new wheel, print­
ing stops until you tell it to continue. 

You create messages and insert them into your text using a 
Message Sheet. Figure 6-2 shows a sample Message Sheet. 

Figure 6-2. Sample Message Sheet 

021-012/P 
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The message can have up to three lines of text. You can put a 
message at the beginning of a document or on the line after a 
required return. To create a message: 

1. Put the cursor on the editing screen where you want the 
message to appear. Press~. 

2. From the Main menu, select Layout. 

3. Select Message. The Message Sheet appears on the screen, with 
the cursor highlighting the first message line. 

4. Using the OJ and CD keys, position the cursor where you 
want to type the message. 

5. Type your message. You can put up to 60 characters on each 
line of the message. 

6. Press ~ twice to return to the editing screen. 

A theta (e) appears in the left border of the editing screen on the 
line where you inserted the Message Sheet. 

The message does not appear on the screen until you print the 
document. When the message appears on the screen, printing 
pauses. You can now do what your message prompts; then select 
Resume or Abort. If you select Abort, printing stops immediately 
and the print screen is displayed. If you select Resume, printing 
continues. 

If you are spooling your document and you go on to editing 
another document, the message still appears on your screen. When 
the message is detected, your current editing is interrupted, the 
printer stops, and the message is displayed. You must respond to 
the message before you can return to your editing. Select Resume 
to continue printing, or select Abort to stop the printing. The 
editing screen reappears. 

If you print your document on a disk, the message is not processed. 
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DELETING MESSAGES 
To delete a message from a document: 

1. Press ~ to use the menu. 

2. From the Main menu, select Layout. 

3. You must put the cursor on the line with the Message Sheet 
that you want to delete. You can do this from the Layout 
menu. Select Next or Prev depending on where the message 
appears in your document. If it appears after the cursor posi­
tion, select Next. If it appears before the cursor position, select 
Prevo 

When a format change is found, the cursor rests on the first 
character on the line where the format takes effect. A theta 
(8) appears in the left border on that line. In the Layout 
menu, above Next and Prev, is a row of hyphens. When the 
cursor rests on a line that contains a message, the last hyphen 
is replaced with an M, for example, ----M. 

If no format change is found, the cursor remains in its original 
position, and the editing screen is displayed. 

Select Next or Prev until the cursor rests on the line with the 
Message you want to delete. 

4. Select Message. The Message Sheet appears on the screen. 

s. Press ( ESC) to use the menu. 

6. Select Delete. 

The message is deleted from the document. 
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UNIT 5 
CHANGING PRINTER FORMAT 

SPECIFICATIONS 

MENU PATH: VW/Print/Format 

In addition to printing your document in the special formats set 
with the Layout menu options (for example, Format Sheet or 
RUler), you can also specify printing formats. Printer formats can 
be set just before you start printing. 

Normally, a document prints from the beginning to the end, using 
your specified paper lengths and margins. However, you can 
change the following instructions at print time without altering the 
formats already set in the document itself: 

• Where in the document to start printing. 

• How many pages to print. 

• How long the paper is. 

a Whether to pause after printing each page. 

• How far the from the top of the paper the first character 
prints (Top Margin). 

It How far from the left edge of the paper the first character 
prints (Printer Offset). 
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All of these values are listed on a print screen that appears when 
you select Print from the Main menu. If you have not changed any 
of the print settings, the print screen should look like Figure 6-3. 

021-011IP 

Figure 6-3. The Print Screen 

Each of the following format settings on the print screen affects 
the physical appearance of your printed document. 

S tart p r i n tin gat allows you to specify where in your document 
you want to start printing. Normally, you start at the beginning 
of the document. If you do want to start at the beginning, you do 
not have to change this setting. However, you are not required to 
start printing at the beginning. If your document has headers or 
footers, they will print regardless of whether the Header/Footer 
Sheets are in the section of the document you are printing. The 
text you print appears at the top of your paper but under the 
header. For example, if you start printing in the middle of a page, 
the first line appears at the top, the last line appears in the middle, 
and the rest of the paper is blank. The next page prints from the 
top of the paper as normal. You cannot start printing in the 
middle of a line. 

Number of pages to print allows you to print a specific number of 
pages at one time. For example, suppose you have a 10 page 
document, but you only want to print the first page. If you set the 
number of pages to 1, only the first page prints. You can print up 
to 9999 pages per document. 
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Wa ita ten d of p age allows you to stop printing at the end of each 
page of a document. The printer stops on the line you designate as 
the paper length. When the printer stops, you can continue print­
ing or stop printing entirely. If you want to continue, select 
Resume. If you want to stop, select Abort. If you select Abort, you 
are returned to the Print menu. 

Pap e r len g t h allows you to specify the length of your paper. The 
standard length of a page is 66 lines. However, this value can 
differ for special forms or legal paper. 

Top margin allows you to specify how many lines you want 
between the top of the paper and the first line of printed text. The 
standard number of lines is 2. If you have a header in your docu­
ment, the top margin is measured from the top of the paper to the 
first line of the header. 

Offset on printed page allows you to specify how many columns 
you want between the left edge of your paper and the first 
character of printed text. The standard offset is 5 columns. 
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Figure 6-4 shows a document printed using three of these printer 
formats. 

<D --
HelllO salllple ViaiCorp Handbook. 

Chapter 3 Page 5 

MIIIOI.'\RDUII 

DATE: Hovtlllbu 12, 1982 

TO: John Doe 

FROH: Henry Smith 

SUBJECT: Customer Support Listing8 

Attached is a copy of the new eu.tomer support liltingl by 
product for the month of Oetob'll' 1982. 

Review the listing for your products .nd return any COllllllenta 
to Jane Brown by the fifteenth. Pay particular attention to the 
COlllments on the VisiWord product. 

Hs/bk 

CONFIDENTIAL December IJ. 1982 

CD Paper offset (5 columns) 

® Space between header and text (3 lines) 

® Footer 

CD Space between text and footer (2 lines) 

CD Body of document 

® Header 

CD Top margin (2 lines) 

Figure 6-4. Sample Document with Top Margin, Offset, and 
Page Length Specified 

® 

}eD 

021-018 
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To change these format instructions: 

1. If you want to specify a starting point other than the begin­
ning of the document, position the cursor where you want 
printing to start. Press ~ to use the menu. 

2. From the Main menu, select Print. The editing screen clears, 
and the print screen appears. 

3. Select Format. 

4. Using the CD and CD keys, position the cursor over the in­
struction you want to change. 

5. You enter new values in two ways, depending on how the set­
tings are displayed: 

a) If two or more settings are displayed, use the G and G 
keys to position the cursor over the option you want. 

b) If one value is displayed, type the new value over the 
existing one. 

6. Continue with step 5 until all of the options are set as you 
want them. Press ~ to return to the menu. 

These format settings remain in effect until you reset them or you 
reload the program. However, none of the Format Sheets in the 
document itself are changed. 
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UNIT 6 
SENDING SPECIAL INSTRUCTIONS 
(SETUP STRINGS) TO THE PRINTER 

MENU PATH: VW/Layout/Format 
VW/Layout/Char/1 through 4 

You can take advantage of special capabilities provided by your 
printer using setup strings. A setup string is a sequence of 
characters that sends specific instructions to your printer. Each 
printer model uses different setup strings. To find out what the 
setup strings are for your printer, see your printer manual. 

Many setup strings contain nontext characters. For example, the 
string" AH0F" means "start printing compressed characters" to the 
IBM 80-Character-Per-Second Matrix Printer. Using the VisiWord 
program, you enter these nontext characters as normal characters. 
When the document is printed, the program interprets the string 
using the code defined in Table 6-1. 

J:able 6-1. Nontext Character Code for Printer Setup Strings 

Character Typed 

AC 

AE 

AH 

AR 

AL 

AA 

Meaning 

The Control Key 

The Escape Key 

The following number is 
hexadecimal 
Carriage Return 

Line Feed 

A 

For example if the setup string you want is "I\H0F" you would 
type I\HOF when defining your string (see the following section for 
details). The printer begins printing compressed characters when it 
comes to the instruction 1\. 

USING SETUP STRINGS 
You do not type your setup string directly into your document. 
To use the capabilities of your printer, you must do two things 
before printing: 

1. Define your setup string in a Format Sheet. 

2. Mark the text where the special printing format will take 
effect. 
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You define your setup strings using a Format Sheet. To do this: 

1. From the editing screen, press ~ to use the menu. 

2. From the Main menu, select Layout. 

3. Select Format. The editing screen clears and a Format Sheet 
appears. 

4. Using the CD or CD key, position the cursor on Use r set u p 
string 1. 

5. Type the setup string you need using the characters in Table 
6-1. The string can be up to 10 characters. 

6. Continue with steps 4 and 5 until all of the setup strings you 
want are defined. 

You define most setup strings in pairs: the first turns on the 
special printing feature and the second turns it off. The 
VisiWord program does not understand user-supplied setup 
strings. Therefore, your printer may not stop printing in the 
special format until you explicitly tell it to with another setup 
string. Consequently, you must define the pair of setup strings. 

7. Press ( E S C.l. 

The Format Sheet disappears, and the screen displays the Main 
menu. 

Having a setup string defined does not automatically start the 
printer printing with the special option. You must mark where 
you want the setup string to be in effect. To mark the text: 

1. Position the cursor in the text where you want the special 
printing feature to start. 

2. Press ~ to move to the Main menu. 

3. Select Layout. 

4. Select Char. 

5. Select the number which corresponds to the setup string you 
want. The first marked character appears in inverse video 
(dark characters on a light background) on the editing screen. 

6. If you want to continue this special feature over more than 
one character, press CE2J the Again key. The next character 
appears in inverse video. Continue pressing the CE2J until all 
the text you want to have special printing appears in inverse 
video. 

7. If you have to explicitly turn off the special formatting, you 
must go through this procedure again selecting the number 
which corresponds to the second setup string. 

You are now ready to print your document. 





CHAPTER 7 

Sample Applications 

This chapter provides three sample applications designed to show 
you how to format a variety of commonly used documents. You 
can use these formats as guidelines for your documents and for 
practice on formatting quickly. 

Each sample application has two parts: explanations and sample 
illustrations. On the right hand page is a printout of a sample 
document with circled numbers pointing to differences in format­
ting. On the left hand page, each format is explained to show you 
how the sample was produced. 

7-1 
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SAMPLE 1 

CD RIGHT JUSTIFY TEXT- Manual Reference: Chapter 5, Unit 2. 
Set general format. of memo to right justify. 
Press ~ and select Layout, then Format. 
Move cursor to Rig h t Jus t i fie a t ion. Use rn or CD key. 
Move cursor to Yes. Use G or G key. 
Press ~ twice. 

® CENTER TEXT- Manual Reference: Chapter 5, Unit 6. 
With cursor at the left edge of the screen, type MANUAL 
CONSULTING. INC. 
Press Center Line key CE:IID. 

® BOLDFACE TEXT- Manual Reference: Chapter 5, Unit 7. 
Move the cursor to the M in MA N U A L (press ( HOM E ) 
or use arrow keys to do this}. 
Press ~ and select Layout, then Char. 
Press GIl; then press Again key (TIJ to highlight whole 
title. 



® ~ MANUAL CONSULTING, INC. Gll 

IJ':±J ~ ~ cu:J cu:J cu:J ~ cu:J cu:J cu:J D ate: 9/ 1 3 / 8 2 Gll 
Gll 
To:cu:Jcu:J Writing Staff Gll 
Gll 
From: C£::I) T. E. Horn GJ 
Gll 
Re: C£I) Comments from TimeTron Cd) 

Gll 
Gll 

Sample 1 7-3 

As you know, TimeTron has returned the review copies of the 
Timing Board manuals. Their technical comments are minor. Please 
incorporate them as necessary_ They wrote some comments that 
refer to our approved specifications. So that we can finish their 
manuals on schedule, we have agreed to make only the following 
changes: GIl 
Gll 
c::E::1J a) CEAJ Rename all t1partsll as "Chapters", and all "Modules" 

as "Units". GIl 
Gll 
cu:J b) c::E::A)Include 

tables, 
descriptive captions for all photographs, 

and illustrations. CdJ 
Gll 
cu:J c) CEIl Include a glossary of terms in each manual. GIl 
Gll 
You should ignore any 
sending the manual for 
problems, see me. GIl 

other editorial comments. We are 
another review cycle. If you have 

not 
any 
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SAMPLE 2 

G) SET DOCUMENT HEADER - Manual Reference: Chapter 5, 
Unit 10. 
Press ~ and select Layout, then Header. 
Move cursor to: Type: 

1 Left Publications Process 
1 Right September 17. 1982 
2 C e n t e r CONFIDENTIAL 
3 Left Chapter 3: Printing 
3 Rig h t Thomas Horn 

Move the cursor to the line showing the number of lines 
following the header. Type 3. Press ~ twice. 

® CLEAR AND SET STOPS- Manual Reference: Chapter 5, Unit 3. 
Press ~ and select Layout, then Ruler. 
Type C at columns 5, 15, 20 30, 35, and 45. 
Type S at column 55. 

SET RIGHT MARGIN A T COLUMN 7fJ 
From the Ruler, type G. Type 70. Press GIl. Type M 
Press ~ twice. 

® CLEAR AND SET NEW STOPS- Manual Reference: Chapter 5, 
Unit 3. 
Press ~ and select Layout, then Ruler. 
Move the cursor to column: Type: 

25 C 
30 S 
40 C 
45 S 
55 C 
60 S 

CD UNDERLINE TEXT - Manual Reference: Chapter 5, Unit 7. 
Type the number on the sample (50, 5,000, or 3.80). 
Move cursor to first digit of the number (use G key). 
Press Underline key CEID until entire number is highlighted. 

® DOCUMENT FOOTER-Manual Reference: Chapter 5, Unit 10. 
Type ~ and select Layout, then Z=Footer. 
Move cursor to 1 Center and type Page 3-#. 
Move cursor to 3 Rig h t and type First Draft. 
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{
Publications Process 

(][) Chapter 3: Printing 

I 
® 

CONFl DENTI AL 
September 17, 1982 

Thomas Horn 

® 

When a manual is ready to print, bids are requested from at least 5 
vendors. When all the bids are received, they are evaluated and the 
contract is awarded according to the procedures outlined in Section 5. 
When printed manuals are received from the vendor, a Cost Summary is 
then prepared using the format outlined below. ~ 
G!l 
G!l 
G!l 
CBJ Five manuals were printed in the month of September. The 

following lists the manuals. the number of pages, the number 
of copies printed. and the cost of each manual ~ 

G!l 
G!l 
GJ MANUAL GJ PAGES/ea 
G!l 
GJ User's Guide CEIl 75 
GJ Reference CEIl 150 
GJ Tutorial CEIl 35 
GJ Ref. Card CEIl 10 
GJ Exercises CEIl 50 
G!l 
GJ TOTAL CEIl 
G!l 
GJ AVERAGE CEIl 
G!l 
G!l 
The Cost Summary 1s forwarded 
Action Required addressee and 
Accounting and Finance. ~ 

GJ 

CEIl 
CEIl 
CEIl 
CEIl 
CEIl 

Page 3-1 

QUANTI TY GJ COST/UNIT G!l 

10,000 CEIl 1. 70 G!l 
5,000 CEIl 2.05 G!l 

10 ,000 CEIl 2.40 G!l 
15,000 CEIl 1. 50 G!l 
5,000 CEIl 3.80 G!l 

CEIl G!l 

CEIl G!l 

® 
.. 

First Draft 
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SAMPLE 3 

CD SET DOCUMENT HEADER - Manual Reference: Chapter 5, 
Unit 10. 
Press ~ and select Layout, then Header. 
Move cursor to: Type: 

1 Left IBM PERSONAL COMPUTER 
1 Rig h t VISITREND/PLOT 
2 Left Reference 
2 Rig h t User's Guide 
3Center SAMPLE PAGE 

Move cursor to line showing the number of lines following the 
header. 
Type 3. 
Press ~ twice. 

® SUBSCRIPTS-Manual Reference: Chapter 5, Unit 7. 
Type the letter or number to be subscripted. 
Move the cursor back to the letter or number (use G key). 
Press ~ and select Layout, Char, then Below 
Continue typing document. 

® SUPERSCRIPTS-Manual Reference: Chapter 5, Unit 7. 
Type letters to be superscripted (th). 
Move cursor back to first letter to be superscripted (use G 
key). 
Press ~ and select Layout, Char, then Above. 
Press Again key ~ to superscript the second letter. 
Continue typing the document. 
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IBM PERSONAL COMPUTER 
Reference 

VISITREND/PLOT 
User's Guide 

SAMPLE PAGE 

~ The formulas used by the VisiTrend/Plot program in computing 
regressions are summarized here for you convenience. For 
additional information on these and related formulas. refer to 
current textbooks dealing with econometrics and statistics. ~ W ~~ ________ ~ _________ ~ 
~ The values in defined as fo.lows: ~ ~ 
W 
Gl Gl 
W 
Gl Gl 
W 
Gl Gl 
W 
W 

Let Xj(i) = ith data point from jth independent series. W 

m(i) ith coefficient. GTI 

y( 1) data point from dependent series. ~ 

~ calculates an ordinary least-squares 
linear multiple r gresslon. such that: GD 
W 
Gl y(i) D B + mel Xl(i) + m(Z)XZ(i) + + m(S)xS(i) W 
W 
(3) You must specif' ~'he dependen': variable and frc. u one to five 
independent variablts from the se ies in memory. If you select 
more than five seriel ~or indepenc.~nt variables, on~v the first 
gve are used. W \-"-_____ l-________ l-_____ ® 
~ The results of the regression include the name of the 
dependent variable, the range, and the number of data points. For 
each independent variable, the series name t coefficient, standard 
error, and t-statistic are displayed. GD 
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USING YOUR PRINTER 

Using Your Printer A-3 

The VisiWord program provides several options for you to print 
your documents. This appendix describes the supported printers 
and how to use them. 

SUPPORTED PRINTERS 
The startup printer for the VisiWord program is the IBM 
80-Character-Per-Second Matrix Printer. The Option Installation 
Instructions, packed with the printer describe how to unpack, 
install, and checkout this printer. It also describes how to control 
the output by sending setup strings (or control codes) to the 
printer. 

The VisiWord program also supports the following printers: 

Parallel: 
Epson 80-Character-Per-Second and 100-Character-Per-Second 
Matrix printers (with or without the Graftrax option) 
NEC Spinwriter ™ 7730 and 8023A printers 

Serial: 
QUME Sprint 9 printers 
Diablo 630 printer 
NEC SpinwriterTM 7710 printer 

Serial or Parallel: 
Okidata (Microline) 82A, 83A, or 84 printers 
QUME Sprint 11 Plus printers 

WARNING: 

THE VISIWORD PROGRAM SUPPORTS A PRINTER LISTED 
AS Any other printer. IF YOU SELECT THIS AS YOUR 
MODEL, THE CHARACTER ATTRIBUTES IN YOUR DOCU­
MENT WILL NOT BE PRINTED. THIS INCLUDES PRINTER 
SETUP STRINGS. IF YOU INCLUDE ANY ATTRIBUTES IN 
YOUR DOCUMENT, THEY ARE IGNORED, AND THE 
DOCUMENT IS PRINTED AS THOUGH THEY DID NOT 
EXIST. HOWEVER, THE VISIWORD PROGRAM ALSO 
SUPPORTS A PRINTER LISTED AS Any other printer with setup 
strings. IF YOU SELECT THIS AS YOUR MODEL, THE 
CHARACTER ATTRIBUTES ARE IGNORED BUT THE SETUP 
STRINGS WILL BE PRINTED. 
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If you are using one of the supported printers, follow the installa­
tion and checkout procedures in its manual. 

If your printer has a switch for performing auto line feeds, it must 
be set to OFF to be used with the VisiWord program. 

CHANGING PRINTER MODELS 

MENU PATH: VW/Print/Model 

The standard printer for the VisiWord program is the IBM 80 
Character-Per-Second Matrix Printer. When you initially load the 
program, this is the printer that is expected. However, you are not 
required to use this printer, and any supported printer can be 
selected as your printer. To select a different printer model: 

1. From the editing screen, press ~ to use the menu. 

2. From the Main menu, select Print. The editing screen clears, 
and the print screen appears showing the print formats in 
effect, and what the printer model and printer paths are. 

3. Select Model. A list of supported printers appears on the 
screen. The standard printer is highlighted by inverse video 
(dark characters on a light background) and is marked by an 
asterisk (*). 

4. Using the OJ and OJ keys, move the cursor to the printer 
model that you want. The asterisk remains in its original posi­
tion. 

5. Press the space bar. The asterisk moves to the model you 
chose. 

6. Press GIl to return to the menu. 

7. If you want to change the printer model for this editing ses­
sion only, select Quit. You return to the Print menu. If you 
want to change the printer model startup setting, select Save. 
The model you, chose is put on the program disk. 

If you want to return to the model that was selected when you 
first entered the Model menu, select Restore. If you want to use 
the model that was last saved to disk, select Load. Select Quit to 
return to the Print menu and the print screen. 
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CHANGING PRINTER PATHS 

MENU PATH: VW/Print/Z= Path 

When you load the VisiWord program, it sends all information to 
the LPT1: path. If your printer is not attached to that path, you 
can change it so that the information always goes to the right place. 

There are four printer paths available through the VisiWord pro­
gram: LPTl:, LPT2:, COMl:, and COM2:. If you are using a 
paraliel printer, you must use LPT1: or LPT2:. If you are using a 
serial printer, you must use COM1: or COM2:. 

To change the printer path: 

1. From the editing screen, press ~ to use the menu. 

2. From the Main menu, select Print. The editing screen clears, 
and the print screen appears showing the print formats in 
effect, and what the printer model and printer paths are. 

3. Select Z=Path. A list of printer paths appears on the screen. 
The expected path is highlighted with inverse video. 

4. Using the G or CD keys, move the cursor to the path that 
you want. 

s. Press ~ to use the menu. 

6. If you want to change the path for this editing session only, 
select Quit. You are returned to the Print menu. If you want 
to change the program startup settings, select Save. The new 
path is saved on the program disk. 

If you want to return to the path that was selected when you first 
entered the Path menu, select Restore. If you want to use the path 
that was last saved to disk, select Load. To return to the Print 
menu, select Quit. 
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Settings for Serial Printers 
If you are using a serial printer, in addition to having the printer 
attached to the correct path, you can also set the baud rate, 
number of bits to transmit, and parity. If you have not changed 
the program startup settings, when you first load the VisiWord 
program, the baud rate is set to 1200, the number of bits is set to 
7, and there is no parity. However, you are not required to use 
these settings. To change the settings: 

1. From the editing screen, press ~ to use the menu. 

2. From the Main menu, select Print. The editing screen clears, 
and the print screen appears, showing the print formats in 
effect, and what the printer model and printer paths are. 

3. Select Z=Path. The possible printer paths, baud rates, number 
of bits, and parities appear on the screen. 

4. Using the CD and CD keys, move the cursor to the option 
you want. 

5. Using the G and G keys, move the cursor to the value you 
want. 

6. Continue with steps 5 and 6 until all the options are set as 
you want them. Press ~ to use the menu. 

7. If you want to change these settings for this editing session 
only, select Quit. You are returned to the Print menu. If you 
want to change the program startup settings, select Save. The 
new baud rate, number of transmission bits, and parity are 
saved on the program disk. 

If you want to return to the settings in effect when you first 
entered the Path menu, select Restore. If you want to use the set­
tings that were last saved to disk, select Load. 
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APPENDIX B 
USING THE VISIWORD PROGRAM WITH 

THE VISIFILE™ PROGRAM 

You can use the VisiWord program together with the VisiFile™ 
program to create form letters. A form letter is a letter that can be 
sent to several people without substantial changes. To produce 
form letters, you use the VisiWord program to enter and edit the 
letter. Then, you can merge a VisiFile data file with the VisiWord 
document to create the finished letters. This appendix describes 
only how to create documents that can be used by the VisiWord 
program. 

FORM LETTERS 
A form letter is a special function of the VisiFile program. To the 
VisiWord program, however, it is just another document. To use 
the two programs effectively, you must understand the following 
terms as described in the VisiFile User's Guide: 

form letter skeleton: The basic text of the letter containing both 
the information that remains the same and the information that 
changes with each printing. 

fields: The name given to the information that changes with each 
printing that appears in the form. You enclose a field in less-than 
«) and greater-than (» symbols. For example, <name>. 

record: The actual information that changes with each printing. 

data file: A list of records corresponding to the fields in one 
skeleton. 

You can print one form letter for each record in the data file. 

CREATING A FORM LETTER 
You create the form letter skeleton using the VisiWord program. 
To do this: 

1. Load the program and create the document just as you would 
any other. For instructions, see "Creating a Document" in 
Chapter 3. 

2. Type the text as you want it to appear on the letter, until you 
want to enter a field. 
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Note: 

You cannot highlight characters using underline, emphasis 
(boldface), superscript, subscript, or overstrike. You can include 
these attributes in the file, but nothing will transfer to the actual 
form letter. 

3. Enter the field. Field names must be entered exactly as they 
are defined in the data file. Uppercase and lowercase letters 
are significant. Spaces within the field must be shown. For 
example, to use the field with the name "firstname", you type: 

Dear < firstname > . 
4. Continue typing the skeleton until all of the text and fields 

have been entered. 

You can now save your document. You do not have to do so. 
However, if you think you may want to revise the skeleton, you 
should. You save a form letter skeleton just as you would any· 
other document. For instructions, see "Saving a Document" in 
Chapter 3. 

SENDING A FORM LETTER TO A DISK FILE 
The VisiFile program takes the form letter skeleton, enters the 
specific data in place of the field names, and prints the form let­
ters. Before it can do any of these functions, you must make the 
skeleton an ASCII (American Standard Code for Information 
Interchange) file so that the VisiFile program can read it. To do 
this: 

1. Load the form letter skeleton just as you would load any 
other VisiWord document. See "Loading a Document" in 
Chapter 3 for details. 

2. Press ~ to use the menu. 

3. From the Main menu, select Print. 

4. Select Model. The list of available printer models appears on 
the screen. One of the models is highlighted with inverse 
video and marked by an asterisk (*). 

5. Using the CD or CD keys, move the cursor to the line that 
reads P r i n t a siB MOD S f i I e and press the space bar. An 
asterisk (*) appears on that line indicating a change. 
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6. Press GIl to return to the menu. 

7. Select Quit. The Print menu reappears. 

8. Select Disk. You are prompted for a file name. Do not use the 
same name that you saved the skeleton under. If you do, you 
will be unable to use that file again. 

9. Select Type-In. Type the new name of the document and press 
GIl. If the file is stored on a disk in a drive other than the 
drive indicated by the document path, you must include the 
disk drive in the name. For example, A:myfile. 

The document is copied onto the disk, and the print screen and 
Print menu appear. Your file is now in a form that can be used by 
the VisiFile program. For instructions on how to create the data 
file and print your form letters, see Chapter 6 in the VisiFile User's 
Guide. 

Note: 

The VisiWord program automatically inserts a form feed at the 
end of the letter. 
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APPENDIX C 
USING THE VISIWORD PROGRAM WITH 

THE VISICALC® PROGRAM 

You can include VisiCalc® spreadsheets in your VisiWord 
documents. You use the VisiCalc program to enter and calculate 
the data. Then, using the VisiWord program, you can merge the 
files together to create the finished document. This appendix 
describes how to create the VisiCalc file so that the VisiWord pro­
gram can use it, and how to put the files together to create the 
finished document. 

CREATING THE VISICALC FILE 
You create the VisiCalc file just as you would any other VisiCalc 
file. So that the VisiWord program can read the information, you 
have to print the VisiCalc file onto a disk using the Print com­
mand, as described in your VisiCalc manual. 

Note: 

The resulting VisiCalc file is an IBM DOS text file in ASCII 
(American Standard Code for Information Interchange) format, 
not a DIFM file. 
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USING THE VISICALC FILE 
Once you have printed the VisiCalc file onto a disk, you can use it in 
a VisiWord document. You can load the file or include it in another 
file, just like any other VisiWord document. For instructions on 
loading and including documents, see "Loading a Document" and 
"Including One Document Within Another" in Chapter 3. 

Note: 

The margins of your VisiCalc file may be longer than those set 
for the VisiWord document. To avoid incorrect line wrapping, 
insert a new Ruler with a right margin set to the same length as 
your spreadsheet line lengths before including or loading the file. 
For example, if your column width in the VisiCalc file is set to 9 
and your file has 10 columns, the line length of your VisiCalc 
sheet is 90. You would need to reset the line length (right 
margin) in the VisiWord document to 90. 
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This appendix lists all of the error messages that can appear when 
you are using the VisiWord program and explains how you can 
fix the problem or eliminate the error. In general, messages that 
refer specifically to flexible disks will not appear if you have a 
hard disk. Error messages, when incurred, display on the line 
above the menu. To make the message disappear, press GIl as 
instructed at the end of each error message. 

Append fi Ie not found. 

You have a document that is to have another file appended to it, 
but VisiWord cannot find the second file. Be sure you have 
entered the correct name on the Append Sheet and that the flex­
ible disk containing the second document is inserted in the correct 
drive. 

Cannot access data on drive XX. 

You tried to complete some process in drive XX; however, the 
VisiWord program cannot get to the data. Be sure there is a flex­
ible disk in that drive, that it is the correct disk, and that it is not 
write-protected. Try again.' 

Cannot append. No Append Sheet exists. 

You tried to load a file using Append, but no Append Sheet is 
defined at the end of the first file. You must reload the first file, 
insert an Append Sheet as its last line, and save the file. Try 
again. 

Cannot access data on drive XX. 

You tried to complete some process in drive XX; however, the 
VisiWord program cannot get to the data. Be sure there is a flex­
ible disk in that drive, that it is the correct disk, and that it is not 
write-protected. If you are on a hard disk system, be sure you are 
in the correct directory, as only documents in the current direc­
tory are accessed. Try again. 

Cannot delete the only window. 

You tried to close a window (Windows/Close) and you only had 
one window on the screen. Use Delete/Memory if you wish to 
clear the screen. 
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Cannot initialize disk. 

You tried to initialize a new flexible disk (Storage/Maintenance/ 
Initialize); however, the process could not be completed. Be sure 
there is no write-protect tab on the disk to be initialized. If 
necessary, use another disk. Try again. 

Could not access the spool fi Ie. 

Could not create the spool file. Check the disk. 

For both of these messages, your flexible disk is not ready to 
receive information, or it is full. Check your disk drive to make 
sure there is a disk, it is correctly inserted, and it is not write­
protected. Try the command again. If the error persists, your disk 
could be full. Insert another disk or delete some documents and 
try again. 

Could not find "search string." 

You entered a specific word or phrase to find in your document; 
however, the VisiWord program could not find it. Be sure all 
words are spelled correctly, all spacing is correct, and capitaliza­
tion is correct. Try again. 

Could not save in the control file. Check the disk. 

You tried to save new startup settings for printer paths or models. 
The file needed to do this, CONTROL.VW, is not in the drive 
that contains the VisiWord program. Check to see that your 
VisiWord program disk is in the correct drive. If it is, copy the 
CONTROL. VW to your program disk. The file can be copied 
from any VisiWord program disk. 

Default fi Ie cannot be saved. 

You created a default document that is too large to be saved on 
the VisiWord program disk. You must edit your document to 
make it smaller. If you are using flexible disks, be sure the pro­
gram disk is not write-protected. If you are on a flexible disk 
system, you may need to erase any previous DEFAULTS.VW file. 

Delete a sheet only after a required return. 

You tried to delete a Format Sheet, Ruler, Message Sheet, Append 
Sheet, or Header/Footer Sheet after text with no required return. 
Re-enter the editing screen and go to where you want to edit the 
format. Press GJJ to enter a required return. Then you can delete 
the sheet. 

De-spooling to the printer. Abort printing? 

You made a second spool request before the first request finished. 
Once spooling has begun, it must be completely finished before 
another spool request can be accepted. If necessary, you can stop 
printing the first document. 
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Disk error reading spool file. Retry? 

The spooler was unable to read from the spool file. The disk 
should be checked or replaced and another spool attempted. 

Document name for VisiSpel1 cannot be saved. Check the disk. 

You tried to use the VisiSpell program to check the spelling in 
your document; however, there is not enough space on your 
document disk for the VisiSpell file to be saved. You may need to 
delete some files or use a new disk. 

Drive does not exist. 

D r i v e XX i san imp rap e r d r i ve . 

Both of the above messages indicate you tried to read a document 
from or write a document on a disk in a drive that the program 
cannot find. First retype the command. If the error persists, you 
should check the document and spool paths that are listed under 
Storage/Maintenance/Path. 

Error while reading the append file. 

You tried to append a file to a current document, but the 
VisiWord program cannot read the file. Be sure you have the cor­
rect flexible disk inserted and that the file name is correct in the 
Append Sheet. Try again. 

File xxxxxxxx not saved. Insufficient disk space. 

Your disk is not ready to receive information, or it is full. Check 
your disk drive to make sure there is a flexible disk and it is cor­
rectly inserted. Try the command again. If the error persists, your 
disk or directory could be full. Delete some documents or insert 
another flexible disk and try again. 

Fi Ie xxx xxx xx cannot be accessed. Check the disk. 

You tried to access a file that the VisiWord program cannot find. 
Try again. Be sure you spell the filename correctly and indicate 
the correct drive. 

File xxxxxxxx cannot be read. Check the disk. 

You tried to read a file that the VisiWord program cannot use. 
You should return to IBM DOS to see what the file contains. 
Then try again. 

Fi Ie xxxxxxxx not accessed. VisiWord fi Ie format error. 

You tried to use a file that the VisiWord program can no longer 
use. This file was once in the correct format but is no longer. You 
cannot read the file using the VisiWord program. 
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File xxx xxx xx cannot be written. Check the disk. 

You tried to write a file that the VisiWord program could not 
write. Be sure you have the correct flexible disk inserted and that 
it is not write-protected. Then, try again. You may need a new 
disk. 

Fi Ie xxxxxxxx cou Id not be renamed. 

The VisiWord program cannot rename your file. Try to rename 
the file using IBM DOS. 

File xxxxxxxx exists, use another name. 

You tried to rename a file using a name of another file. Try to 
rename it again with a unique filename. 

File xxxxxxxx is too large, only partly included. 

You tried to include (StoragelInclude) a document that is too 
large for the VisiWord program. The program only includes as 
much of the document as possible. Although you cannot edit the 
rest of the document, the original text is not affected. You may 
wish to use Append, rather than Include. 

File xxxxxxxx is too large, only partly loaded. 

You tried to load a document that is too large for the available 
memory. This usually occurs when you have two windows open 
(Windows/Op~n). Close the lower window and try again. 

Fi Ie xxxxxxxx does not exist. 

You tried to use a file that the program cannot find. You should 
check the directory of the disk first using Storage/ 
Maintenance/List to see what files it contains. Then retype the 
command. The file you want may be on another disk. 

Fi Ie xxxxxxxx is an illegal fi lename. 

The filename is not a legal name. Re-enter the name; make sure it 
is spelled correctly and is from one to eight characters long. 

File xxxxxxxx not printed. Insufficient disk space. 

A disk error was detected while printing to disk or writing the 
spool file to disk. Your disk or directory is probably full. Delete 
some documents or use a new flexible disk, if appropriate. 
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Formatting of your document has caused out of memory. 
Abort printing? 

You have made a change to a Format Sheet, Ruler, Message 
Sheet, Append Sheet, or Header/Footer Sheet that causes the 
document to take up more memory than is available. This may 
cause improper formatting of the document on the printer. The 
file should be split into two files. 

Invalid number on Ruler. Try again. 

You tried to move the cursor past the left or right boundaries of 
the Ruler. A Ruler can only go from 0 on the left to 255 on the 
right. Note that the total of the required indent and the margin 
cannot be greater than 255. 

Insert the VisiWord disk. 

You attempted to perform a task that requires the VisiWord pro­
gram disk. Insert the VisiWord disk; then press GIl as prompted. 

May not create that small a window. 

You tried to create a window (Windows/Open) that contained less 
than three lines. Try again and make sure the window is at least 
three lines high. 

Modifya sheet only after a required return. 

You tried to edit or create a Format Sheet, Ruler, Message Sheet, 
Append Sheet, or Header/Footer Sheet after text with no required 
return. Re-enter the editing screen, and go to where you want to 
edit the format. Press GIl to enter a required return. Then you can 
modify the sheet. 

No Help file available. 

The HELP. VW file could not be read. Return to IBM DOS to be 
sure it is in the same drive as your VisiWord program. 

Only ten files at a time can be deleted. 

For the Delete command, you cannot choose more than 10 
documents at one time. Unmark one of the files by moving the 
cursor to a selected filename and pressing the space bar. 

One printer model must be selected. 

You do not have a printer model selected. Select one and try 
again. 
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Only one window. 

You attempted to switch to a second window, but there is only 
one window on the screen. Select Windows/Open if you wish to 
create the second window. 

OUT OF SPACE. Please save document. 

You have no more document memory. You must save your docu­
ment immediately to avoid losing data or formatting. Refer to 
Appendix G for procedures to split your document before continu­
ing editing. 

Paths not saved. Check Program Disk. 

You tried to create or change document or spooling paths 
(Storage/Maintenance/Path), but the settings were not saved on 
the program disk. Check to be sure the disk is not write-protected. 
The disk may be full. You may need to delete the DEFAULTS.VW 
file (Storage/Default) or some documents, as the path settings 
must be on the program disk. 

Printer control fi Ie not found. 

You tried to print, but the required file, CONTROL.VW, is not in 
the drive that contains the VisiWord program. Your document 
will be printed without any formatting. You may wish to abort 
printing. Check to see if the VisiWord program disk is in the cor­
rect drive. If it is not, insert the disk and try again. If it is, you 
must copy CONTROL. VW back to your program disk. The file 
can be copied from any VisiWord program disk. 

Pri nter not ready. Retry? 

Your printer is not ready to receive information. Make sure that it 
is plugged in, attached to the computer, turned on, on-line and 
has paper. Then, try again by selecting Yes. 

Running Iowan space. Please save document. 

You are approaching the limit to document memory. If you are 
not finished editing, you should define an Append Sheet and save 
your document. Then continue editing a new file to append. Refer 
to Appendix G for more specific procedures. 

Spool fi Ie not found. Retry? 

The original flexible disk to which the document was spooled has 
been removed, or there is a disk error. Be sure the correct disk is 
inserted. 
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Spooling drive can't be the same as drive with VisiWord disk. 

You tried to send the spooling file to the same drive you are using 
for VisiWord program. It must be on a different drive. Spool the 
original document again, using a different drive. 

Spooling has been aborted. Invalid spool file. Try again. 

You switched flexible disks while spooling, but the program was 
not finished reading the temporary file into memory. The program 
found a temporary spool file on the new disk, but it is not the 
correct spool file for this document. You must spool the original 
document again. 

Spooling in progress, printer is busy. 

You tried to do a print operation while spooling. You can select 
Spool to abort the operation or wait until spooling is finished and 
try again. 

The document is too large and usage is not avai lable. 

You selected Storage/Maintenance/Usage for usage statistics, but 
there is not enough memory to do the calculations. Refer to 
Appendix G for procedures to split your document into two 
smaller files. 

You cannot put text on top of itself. 

You tried to copy text to an area within the highlighted box being 
moved. Try the copy again to outside the box. 

You cannot put a co lumn here.' 

You tried to put a copy of a column in an area where the line 
length is not long enough, where there is not enough space, in the 
middle of a paragraph, on top of itself, or on a page break. You 
should insert a Ruler that extends the right margin or insert a new 
line. Then try to do the copy again. 

You may replace only after a search. 

You tried to replace a character sequence before you looked for 
the search string. You must search using Next or Prev, then 
replace the string. 

Window a Iready opened. 

You attempted to open a third window (Windows/Open). Only 
two windows are allowed open at one time. You must Close the 
current second window, then Open a new one. 

XX is an improper drive. 

You tried to use a drive that cannot exist, for example, Z:. Retype 
the command and try again. 
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APPENDIX E 
PERTINENT FACTS ABOUT 
THE VISIWORD PROGRAM 

CI The editing screen is 78 columns wide by 20 columns long. 

• The program startup format settings are: 

Startup Range of 
Category Value Possible Values 

Format Line Spacing single one-half, single, 
Sheet one-and-one-half 
Settings double 

Right no yes, no 
Justification 

Characters 10 10, 12, and 15 
per inch 

Lines per page 50' any value between 
o and 9999 

First Page 1 any value between 
Number o and 9999 

Ruler Right Margin 65 any value between 
Settings 1 and 255 

Stops for Increments of 5 any position on the 
Tabs and Ruler to the left of 
Indents the right margin 

o The maximum right margin is 255. 

• A filename can be up to 8 characters long with a 3 character 
extension. 

• The startup printer used with the VisiWord startup settings is 
the IBM 80 Character-Per-Second Matrix Printer. 

• The startup path settings are: printer path - LPT1:, document 
path-B:, and spool path-B:. If you installed the VisiWord 
program on a hard disk, the document and spool paths are 
automatically changed to the hard disk drive letter. 
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APPENDIX F 
CHANGING VISIWORD STARTUP SETTINGS 

When you load the VisiW ord program, startup settings are pro­
vided in the following areas: 

• Format Sheets 

• Ruler 

• Program Path, Document Path, and Printer Path 

• Printer Models 

You can change one or many of these settings so that any time 
you load the VisiW ord program, your particular settings will be in 
effect. This appendix describes the standard startup settings, how 
to change them, and how to use them. 

STANDARD STARTUP SETTINGS 
Table F-l. VisiWord™ Startup Settings 

Startup Range of 
Category Value Possible Values 

Line Spacing single one-half, single, one-
and-one-half, double 

Right Justification no yes, no 

Characters per Inch 10 10, 12, and 15 

Lines per Page 50 any value between 0 
and 9999 

First Page Number 1 any value between 0 
and 9999 

Right Margin 65 any value between 1 
and 255 

Stops for Tabs and Increments of 5 any position on the 
Indents Ruler to the left of the 

right margin 
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Table F-l. VisiWord™ Startup Settings (Continued) 

Category 

Document Path (the 
drive the program uses 
for document opera­
tions such as saving 
and loading) 

Spool Path (the drive 
the program uses for 
spooling operations) 

Printer Path (the 
parallel [LPT] or serial 
[COM] printer or 
printer card the pro­
gram uses for the 
printing operations) 

Printer Model 

Startup 
Value 
Drive B:* 

Drive B:* 

LPT1: 

IBM 80 Character-Per­
Second Matrix Printer 

Range of 
Possible Values 
any valid disk drive 

any valid disk drive 

LPT1:, LPTZ:, CON 
or COMZ: 

Diablo 630, Epson 
MX-80 or MX-100 
with or without Gra 
trax, IBM 80 
Character-Per-Secon 
Matrix Graphics 
Printer, NEC Spin­
writer models 3550, 
7710, 7730, or 
PC-8Q'Z3A-C, Okida 
(Microline) 82A, 83} 
or 84, Qume Sprint 
9/45 or 9/55, Qume 
Sprint 11 Plus, any 
teletype equivalent a 
the IBM 80 CharactE 
Per-Second Matrix 
Printer 

*If you installed the VisiWord program on a hard disk (see the VisiWor, 
Setup Information Guide), the document and spool paths are initially sel 
to the drive letter of that hard disk. 

CREATING NEW STARTUP SETTINGS FOR 
FORMAT SHEETS OR RULERS 

MENU PATH: VW/Layaut/Farmat 
VW/Layaut/Ruler 
VW ISta ra gelD efa u It 

You change the startup settings for Format Sheets and Rulers by 
creating a blank document. This blank document has the format! 
that are saved with the Defaults option of the Storage menu and 
are put on the program disk. These formats will be loaded 
automatically when you start the VisiWord program. To do this: 
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1. From the editing screen, press ~ to use the menu. 

2. From the Main menu, select Layout. 

3. Select Format or Ruler, depending on which settings you want 
to change. If you want to change both the Format Sheet and 
the Ruler, select one and set its formats, then select the other 
and set its formats. Change the settings as you would in any 
other document. (See Chapter 5 for details on changing For­
mat Sheets and Rulers.) 

4. Press ~ to use the menu and select Storage. The editing 
screen clears, and the Storage menu appears. 

5. Select Defaults. 

The document containing the Ruler and Format Sheet settings is 
saved on the program disk. When you load the program and 
select Create, these settings will be in effect. However, the docu­
ment you create may be too large to fit on the program disk. If 
this occurs, the program does not save the document either on the 
program disk or on a document disk. 

Note: 

If you clear a document from memory using Delete/Memory or 
Window/Clear options, the program will use its original startup 
settings, not the ones you set. To use the new settings, you have 
to use the Storage/Load option. The file name to load is 
A:defaults.vw unless you installed the program on a hard disk 
drive. In that case, substitute the hard disk drive letter for A in 
the file name. 

Note: 

If you have only flexible drives, you can have either a 
defaults.vw file or a file containing new disk paths, not both. If 
you want to create a new defauIts.vw or path file, delete the old 
file first, then create the new one. 
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CREATING NEW SETTINGS FOR MODELS 
OR PATHS 

MENU PATH: VW/Print/Model 
VW/Pri nt/Z = Path 
VW/Storage/Maintenance/= Path 

When you first use the VisiWord program, it expects you to be 
using the startup equipment. This means that you have two disk 
drives (drive A contains the program disk and drive B contains 
the document disk) and an IBM 80-Character-Per-Second Matrix 
printer. You are not, however, required to have this equipment. 
You can change the startup settings to reflect your equipment. The 
following sections describe how to do this. 

Note: 

If you installed the VisiWord program on a hard disk (see the 
VisiWord Setup Information Guide), the startup settings have 
already been changed for you. The program assumes the hard 
disk drive contains both the VisiWord program and the docu­
ment disk. 

Changing Disk Drive Paths 
A disk path is the location (the drive) where the VisiWord pro­
gram expects to send information for documents (saving, loading, 
etc.) and for spooling. For example, when you first load the pro­
gram, it expects all documents to be saved on the disk in drive B 
unless you specifically tell it to save the document somewhere 
else. There are two types of disk paths: document paths and spool 
paths. A document path is the drive where the program will 
automatically save documents or load documents. The spool path 
is where the program copies files before it prints them. To change 
these paths: 

1. From the editing screen, press ~ to use the menu. 

2. From the Main menu, select Storage. The editing screen clears, 
and the storage screen appears. The storage screen tells you 
the Document Path, Spool Path, and current document name. 

3. Select Maintenance. 

4. Select Path. The disk path assignments appear on the screen. 

5. If you want to change the document path, type the new disk 
drive name. For example, C: if you have a third disk drive. If 
the document path is correct, press OJ. 
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WARNING: 

IF YOU HAVE ONLY FLEXIBLE DRIVES AND IF YOU 
CHANGE THE DOCUMENT PATH TO A:, BE SURE 
THAT YOUR DOCUMENT DISK IS IN DRIVE A WHEN 
YOU SAVE DOCUMENTS TO DISK. IF YOU SAVE A 
DOCUMENT TO DISK WHILE THE VISIWORD PRO­
GRAM DISK IS IN DRIVE A, YOU MAY PERMA­
NENTLY DAMAGE THE VISIWORD PROGRAM DISK. 

6. If you want to change the spool path, type the new disk drive 
name. For example, C: if you have a third disk drive. 

7. When you have changed the paths, press~. 

8. Select Save. 

The new disk paths are put on the program disk. 

If you want to put the values back to what they were when you 
first selected Z=Path, select Restore. If you want to put the values 
back to what currently resides on the disk, select Load. 

Changing Printer Paths and Models 
When you load the VisiWord program, it expects you to have an 
IBM 80 Character-Per-Second Matrix printer that receives its 
information through path LPT1: (a designation for a parallel 
printer). If you have a different kind of printer or you want to use 
a path other than LPT1:, you can do so using the Print option. 
For details, see Appendix A. 

SINGLE DRIVE SYSTEMS 
The VisiWord program startup settings assume that you have a 
system with at least two disk drives. If you have a single drive 
system (one disk drive), you must change the Document Path and 
Spool Path settings on the storage screen to reflect drive A. When 
you do this, the VisiWord program will save and load documents 
with the proper disk drive, and prompt you when it is necessary 
to swap the program disk and document disk. 

To permanently change the Document Path and Spool Path: 

1. Load the VisiWord program (see Chapter 2, Unit 1 for 
instructions). The Initial menu appears. 

2. Select Create from the Initial menu. Press ~. 
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3. Select Storage from the Main menu. The Storage menu 
appears. 

4. Select Maintenance; then select Path. The cursor highlights 
Document Path on the screen. 

s. Type A: then press the CO key. The cursor highlights Spool 
Path. 

6. Type A: again then press ~. The Disk Path menu 
appears. 

7. Select Save. The new settings are saved on the program disk. 

8. Press ~ to return to the editing screen. 

The new settings for Document Path and Spool Path will be in 
effect whenever you load the VisiWord program and select Create 
from the Initial menu. 
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APPENDIX G 
DOCUMENT SIZE CONSIDERATIONS 

The VisiWord™ program allows you to do a variety of word pro­
cessing activities such as writing memos, maintaining form letters 
on file to be used as needed, or creating longer documentation 
such as proposals or books. If you are producing a large docu­
ment (see next paragraph), we recommend that you write it in sec­
tions (chapters). These sections can then be stored as separate 
documents, but edited and printed sequentially (such as a book) 
using the Append feature of the VisiWord program. 

If you are using VisiW ord under DOS 1.1 in a 192K system, you 
have enough memory to create documents equivalent to 25 to 50 
typewritten pages (depending on the length of each page). If you 
have DOS 2.0 in a 192K system, you have space to create 
documents from 20 to 40 typewritten pages (depending on the 
page length). Any additional memory which you add on will be 
used for document space. As discussed previously, it is recom­
mended that you create smaller documents, and Append them 
rather than create one very large document. It is much easier to 
work with small documents than it is large ones, and you will also 
avoid any space problems. 

If you do create a large document which approaches the memory 
limits of your system, one of two messages displays on the screen. 
The first of these tells you that you are running out of space. As 
soon as you finish the sentence or paragraph you are working on, 
you should save your current document. If this is done, you will 
not lose any data nor any formatting you have entered for this 
document. 

The second message displays when there is no more space left for 
further entries. At this point, you are out of space to do more 
editing on your document. This is equivalent to running out of 
paper for your typewriter. You can no longer work on your docu­
ment until you solve the problem, i.e., get more paper. You must 
stop editing and save your document. If you are not at the end of 
the document, you must split it into two smaller documents if you 
wish to continue editing. 

Both of the memory conditions are explained below, along with 
the steps you need to take to save your document and continue 
processing. 
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LOW-aN-SPACE CONDITION 
When this condition occurs, the following message displays on the 
screen: 

WARNING: RUNNING OUT OF SPACE. Please save document. Press 
GIl. 

This message tells you that you are getting close to the end of the 
memory space you can use to work on this document. In general, 
the recovery procedure is to save the current document, delete 
memory, and create smaller documents if you wish to continue 
editing. The Append option of the Visiword program allows you 
to link several documents together as one. You create separate 
documents and connect them with an Append Sheet at the end of 
each. The amount of memory used is less than for the entire docu­
ment and therefore processing (editing, saving, printing, etc.) is 
faster. 

If You Have Completed Editing Your Document 
1. From the editing screen, press ~ to use the menu. 

2. From the Main menu, select Storage. 

3. Select Save. 

4. If the document you want to save was previously saved, its 
name displays on the screen. To use that name, select Yes; 
then select Yes again to overwrite the existing file. The current 
document is immediately saved. 

5. If no document name is displayed or if you don't want to use 
that name, you have two choices: List and Type-in. Use List 
to use a name that is already on file; use Ty p e -into enter a 

_ new name. 

6. If you select List, you must verify that you wish to use that 
name. If you select No, the document is not saved and you 
are returned to the Storage menu. If you select Yes, the docu­
ment is saved, and you are returned to the Storage menu. 

7. Press ~ to return to the editing screen, or select Quit to 
return to the Main menu. 

If You Have Not Completed Editing 
Your Document 

1. At the end of your line_or paragraph, press GIl to insert a 
required return. 

2. Press ~ to enter the Main menu. 
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3. Select Layout, then Append. The editing screen clears and an 
Append Sheet appears. The Append option of the Visiword 
program allows you to link documents together and move 
easily from one to another for editing or printing. The 
amount of memory required is only that necessary for the 
current document. 

4. Type the name of the next document you wish to edit. This 
document is appended to the first document. 

s. You can enter a message, a comment, or both preceding the 
appended document. Neither of these will appear in the 
printed document; they only display on the screen. The com­
-ment lines appear on the Append Sheet. The message appears 
on the editing screen before the second document is loaded 
and might indicate where the appended document is located. 

6. Press ~ to return to the Append menu. 

7. Select Quit twice to return to the Main menu. 

8. Select Storage, then Save to save your current document with 
the Append Sheet. 

9. Select Quit to return to the Main menu. 

10. Select Delete, then Memory to remove the current document 
from memory. 

11. You can now begin the new document you defined on the 
Append Sheet. 

OUT-Of-SPACE CONDITION 
When this condition occurs, the following message appears: 

ERROR: OUT OF SPACE. Please save document. Press GIl. 

This message tells you there is no more working space left in 
memory. You must immediately save your document at its current 
point. If you wish to continue editing, you can split your docu­
ment into two smaller documents that can fit into the memory 
space. The procedure to divide your document is summarized 
below. Detailed steps follow. 

• Save the entire current document (named DOC, for example). 

• Delete the second half of the document; create an Append 
Sheet for the remaining portion (the second half) using a name 
such as DOC2; save the first half with a new name (e.g., 
DOCl). 

• Create a new document (DOC2) containing the second half of 
the original document by reloading the original document into 
memory and deleting the first half. 



G-4 Appendices 

The first half of the original document is now one document 
(DOC1); the second half of that original document is a second 
document (DOC2), appended to the first half. Both of these 
documents are small enough to be worked with in computer 
memory. 

When you get the "ERROR: OUT OF SPACE ... " message, follow 
the steps below to avoid losing any text or formatting data: 

1. Press the GIl key as prompted to return to the Storage menu. 

2. Select Save to save the current document (e.g., DOC) on disk. 
Respond Yes twice to replace the file on disk with the current 
document. 

3. Move the cursor approximately halfway through the docu­
ment, then delete the remainder of the document. If you can­
not delete text in blocks, use the ~ key to delete one line 
at a time until you have enough memory to delete blocks. 

4. Press the GIl key at the end of the document to insert a 
required return. Then define an Append Sheet: 

a. Press ~ to use the menu. 

b. From the Main menu, select Layout. 

c. Select Append. The editing screen clears and an Append 
Sheet appears. 

d. Type the name of the document you want to append (the 
next to be edited, e.g., DOC2). 

e. You can enter a message, a comment, or both on the 
Append Sheet. Neither of these will appear in the printed 
document; they are only displayed on the screen. The 
comment lines appear only on the Append Sheet. The 
message appears on the editing screen before the second 
document is loaded. 

f. Press ~ to return to the Append menu. 

s. Select Quit twice to enter the Main menu. 

6. Select Storage, then Save to save your document (e.g., 
DOC1) with the Append Sheet defined. 

7. Select Load to reload the original document (DOC). 

8. Press Quit to enter the Main menu. 
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9. Select Delete/Text to delete the first half of the original docu­
ment. The remaining text is the document (DOC2) to be 
appended to the first half (DOCl). If you cannot delete text in 
blocks, use the o:::ID key to delete one line at a time until you 
have enough memory to delete blocks. 

10. Select Storage/Save to save this document on disk. Use the 
Type-in option to assign the name you entered in the Append 
Sheet for this document (e.g., DOC2). 

You have now split your original document into two documents 
that are small enough to fit into memory. Continue to watch for 
the message warning you that memory space is running low. At 
that point, be sure to save your document and create another 
document that can be appended (see Low-on-Space Condition). 
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Special Characters 
> (greater than sign), 2-12 
< (less than sign), 2-12 
# (pound sign), 5-5, 5-39, 

5-41 
* (asterisk), 2-11 to 2-12, 

3-11, 5-10 
+ (plus sign), 5-17, 5-19 
- (hyphen), 5-6, 5-9, 5-33 to 

5-34 
(minus sign), 5-17, 5-19 

• (period or decimal point), 
3-5, 5-15, 5-21 to 5-23 

/\ (carat), 6-18 
> c:: (chevrons)' 2-12 
• (diamonds), 2-12, 5-35 

(exclamation point), 2-11, 
5-15, 5-18 

~ (paragraph symbol), 2-12, 
4-6 

e (theta), 2-12, 5-6, 
? (question mark), 2-9, 2-13, 

D-3 
? = help option, 2-7, 2-9, 

2-13, D-3 
~ triangle 2-11, 5-15 

A 
A:defaults.vw, 3-26 to 3-27, 

F-3 
About This Program, 1-1 
Above option, 5-28, 5-31, 7-6 

to 7-7 
active menu, 2-9 
active window, 3-15, 4-23 to 

4-28 
Again key CE:2], 1-6, 2-14, 

4-20, 5-28 to 5-32 

aligning, 2-14, 5-21 to 5-23 
fractional numbers, 5-22 
mixed numbers, 5-22 
right, 5-11, 5-22 
whole numbers, 5-22 

Aligning Columns of Numbers, 
5-21 

All-replace option, 2-7 to 2-8, 
4-21 to 4-22 

c:AI:D key, 1-6 
An Appended Document, 3-18 
append: To add one document 

to the end of another for 
loading or printing 
documents or parts of a 
document in sequence. 

append 
comment, 3-20 
message, 3-20 
option, 3-18 to 3-22 
sheet, 3-18 to 3-22 

Append option, 2-7 to 2-8 
Layout menu, 3-18 to 3-21 
Storage menu, 3-21 

Append Sheet: The screen on 
which you name the file 
that is appended to the 
current document. 

Append Sheet 
creating, 3-19 to 3-20 
defining, 3-19 to 3-20 
deleting, 3-20 to 3-21 
inserting, 3-19 to 3-20 

appended document, 3-18 to 
3-22, 6-4 

appending, 3-18 to 3-22 

1 
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Appending One Document to 
Another, 3-18 

Applications, 7-1 
Sample 1, 7-2 to 7-3 
Sample 2, 7-4 to 7-5 
Sample 3, 7-6 to 7-7 

arrow keys, xiv, 1-7, 4-3 to 
4-4 

down, 3-7, 3-20, 4-23, 5-8, 
5-10, 6-17 

left, 5-10, 5-17, 6-17 
right, 5-10, 5-17, 6-17 
up, 3-7, 3-20, 4-23, 5-8, 

5-10, 6-17 
ASCII file, B-2, C-1 
asterisk (*), 2-11 to 2-12, 3-11, 

5-10 
attribute: A special way of 

printing a character; 
for example, boldface, 
underline, superscript, 
subscript, or overstrike. 

attribute 

B 

boldface, 5-28 to 5-29, 7-2 to 
7-3 

emphasis, 5-28 to 5-29, 7-2 
to 7-3 

subscript, 5-28, 5-31, 7-6 to 
7-7 

superscript, 5-28, 5-31, 7-6 
to 7-7 

overstrike, 5-28, 5-31 to 
5-32 

underline, 2-14, 2-16, 5-28, 
5-30, 7-4 to 7-5 

backspace, xiv, 2-15, 4-5, 4-8, 
4-9 to 4-11 

Basic Information, 2-1 
baud rate, A-6 
Beginning a New Page, 5-35 
Below option, 5-28, 5-31, 7-6 

to 7-7 
( B K S P ) key, xiv, 2-15, 

4-5, 4-8, 4-9 to 4-11 
blank lines, 4-7, 5-10, 5-40 to 

5-41 
boldface, 5-28 to 5-29, 7-2 to 

7-3 

border: The frame of inverse 
video that surrounds the 
edi ting screen. 

border, 2-11 to 2-12, 5-6, 5-35 
buffer, 4-13 

C 
carat (1\), 6-18 
carriage return, 1-7, 2-9, 2-15, 

4-5, 4-6 to 4-7, 6-18, 0-1 
center: To move text to the 

middle of a line. 
center, 1-6, 2-12, 2-14, 

2-16, 5-27 
Center Line key CE::I:QJ, 1-6, 

2-12,2-14,2-16,5-27 
Center Mark, 2-11, 5-27 
Centering Text, 5-27 
Changing Disk Drive Paths, 

F-4 
Changing Format Settings, 5-8 
Changing Printer Format 

Specifications, 6-13 
Changing Printer Models, A-4 
Changing Printer Paths, A-5 
Changing VisiWord Startup 

Settings, F-1 
Char menu, 2-7 to 2-8, 

5-28 to 5-34 
Above option, 5-28, 5-31 
Below option, 5-28, 5-31 
Emphasis option, 5-28 to 

5-29 
Hyphen option, 5-33 to 

5-34 
Overstrike option, 5-28, 5-31 

to 5-32 
Underline Option, 5-28, 

5-30 
character 

attributes, 2-7 to 2-8, 5-28 to 
5-34, A-3, B-2 

spacing per inch, 3-3, 5-3 to 
5-4, 5-12 to 5-13, F-1 

string, 4-19 to 4-20, 4-21 to 
4-22, 0-4 

Character Attibutes, 5-28 
characters per inch, 3-3, 5-3 to 

5-4, 5-12 to 5-13, F-1 
chevrons « < > », 2-12 



clear 
command, 5-18 
computer memory, 3-4, 3-8, 

4-27 
document, 3-4, 3-8, 4-27 
option, 2-7 to 2-8, 4-27 
screen, 3-4, 3-8, 4-27 
stop, 5-18 
window, 2-7 to 2-8, 4-27 

Clear command, 5-18 
Clear option, 2-7 to 2-8, 4-27 
Clearing a Document From a 

Window, 4-27 
Close option, 2-7 to 2-8, 4-28 
Closing a Window, 4-28 
column: A set of characters 

aligned vertically with a 
required return at the end 
of each line. In the 
VisiWord program, you 
can delete, copy, 
or move columns. 

columns, 4-7 
aligning, 2-14, 5-21 to 5-23 
copying, 4-14 to 4-15, 4-25 

to 4-27 
deleting, 4-11 to 4-13 
moving, 4-16 to 4-18, 4-25 

to 4-27 
Column option, 2-7 to 2-8 

Copy menu, 4-14 to 4-15, 
4-25 to 4-27 

Delete menu, 4-11 to 4-13 
Move menu, 4-16 to 4-18, 

4-25 to 4-27 
COM1:, 6-4 to 6-5, A-5, F-2 
COM2:, 6-4 to 6-5, A-5, F-2 
command: An instruction to 

the program, usually 
given by pressing a key, 
to do a calculation, 
screen display or other 
function. 

computer memory, 1-4, 2-3 to 
2-4, 3-4, 3-8, 4-27 

copy: To duplicate text or 
columns, and put it in 
another place in the same 
document or another 
document. 
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Copy menu, 2-7 to 2-8, 4-14 to 
4-15, 4-25 to 4-27 

Column option, 4-14 to 
4-15, 4-25 to 4-27 

Text option, 4-14 to 4-15, 
4-25 to 4-27 

copying, 
a document on a disk, 6-7 to 

6-8 
columns, 4-14 to 4-15, 4-25 

to 4-27 
from one window to 

another, 4-25 to 4-27 
text, 4-14 to 4-15, 4-25 to 

4-27 
whole documents, 3-23 to 

3-24 
Copying Text and Columns, 

4-14 
Create option 2-7 to 2-8, 

3-3 to 3-4 
creating 

Append Sheet, 3-19 to 3-20 
documents, 3-3 to 3-4 
Footer Sheet, 5-36 to 5-42 
form documents, 3-25 
form letters, B-1 
Format Sheet, 5-7 to 5-14 
Header Sheet, 5-36 to 5-42 
Message Sheet, 6-10 to 6-11 
Ruler, 5-15 to 5-20 
special characters 

(overstrike), 5-28, 5-31 
to 5-32 

startup settings, 3-26 to 
3-27, F-1 to F-5 

VisiCalc files, C-1 
windows 4-23 to 4-24 

Creating a Form Letter, B-1 
Creating a New Document, 3-3 
Creating a Window, 4-23 
Creating New Settings for 

Format Sheets or Rulers, 
F-2 

Creating New Settings for 
Models or Paths, F-3 

Creating Special Characters 
(Overstrike), 5-31 

Creating the VisiCalc File, C-1 
( C T R L ) key, 1-6, 6-18 



4 Glossary IIndex 

cursor: 1) The editing cursor: a 
screen character (blinking 
underscore) that indicates 
the position where the 
next character you type 
will appear. 
2) The menu cursor: a bar 
of inverse video high­
lighting a' menu option. 

cursor, 2-9, 2-11, 4-3 to 4-5 
cursor-moving key, 2-9, 4-3 to 

4-5 
Cursor-Moving Keys, 4-3 

o 
data disk, 2-17 to 2-18,3-17 
data file, B-1 
decimal point (.), 5-21 to 5-23 
decimal tab, 2-14, 3-3, 4-5, 

5-21 to 5-23 
Decimal Tab key CEIJ, 1-6, 

2-14, 4-5, 5-21 to 5-23 
default: A startup setting of 

the program. 
Default option, 2-7 to 2-8, 3-26 

to 3-27, F-2 to F-3 
Define-replacement option, 2-7 

to 2-8, 4-21 to 4-22 
defining 

Append Sheet, 3-19 to 3-20 
Footer Sheet, 5-36 to 5-42 
Format Sheet, 5-7 to 5-14 
Header Sheet, 5-36 to 5-42 
Message Sheet, 6-10 to 6-11 
page numbers, 5-40 to 5-41 
Ruler, 5-15 to 5-20 
setup strings, 6-18 to 6-19 
special characters 

(overstrike), 5-28, 5-31 
to 5-32 

startup settings, 3-26 to 
3-27, F-1 to F-5 

Defining Headers, Footers, and 
Document Page Numbers, 
5-41 

(][ED key, 1-7, 2-15, 4-9 to 
4-10, 4-13 

Delete Character key (][ED, 
1-7,2-15,4-9 to 4-10, 4-13 

Delete Command, 5-20 
Delete Keys, 4-9 
Delete Line key ~, 1-6, 

2-14, 4-9 to 4-10, 
4-13, 5-35 

Delete menu, 2-7 to 2-8, 3-4, 
3-26 to 3-27, 4-9 to 4-13 

Column option, 4-11 to 4-13 
Memory option, 3-4, 3-26 to 

3-27 
Text option, 4-11 to 4-13 

Delete option, 2-7 to 2-8, 3-11 
to 3-12 

Delete To End of Line key 
C£::]J, 1-6, 2-14, 4-9 to 
4-10 

deleting 
Append Sheet, 3-20 to 3-21 
columns, 4-11 to 4-13 
documents, 3-11 to 3-12 
Footer Sheet, 5-42 
format settings, 5-9 
Format Sheet, 5-9 
ghost hyphens, 5-33 to 5-34 
Header Sheet, 5-42 
Message Sheet, 6-12 
page breaks, 5-35 
required returns, 4-6 to 4-7 
Ruler, 5-20 
text, 4-11 to 4-13 

Deleting a Document, 3-11 
Deleting a Page Break, 5-35 
Deleting a Ruler, 5-20 
Deleting an Append Sheet, 

3-20 
Deleting and Restoring Text, 

4-9 
Deleting Format Settings, 5-9 
Deleting Headers and Footers, 

5-42 
Deleting Messages, 6-12 



Deleting Text, 4-11 
Deleting Text and Columns, 

4-12 
diamonds ( • ), 2-12, 5-35 
DIF file, C-1 
directory, 0-2 

of a document disk, 3-17 
disk, 1-4 to 1-5 

directory, 3-17 
document, 2-17 to 2-18, 3-17 
file, 6-7 to 6-8 
handling, 1-5 
option, 6-7 to 6-8, B-2 to 

B-3 
path, F-4 

Disk option, 2-7 to 2-8, 6-7 to 
6-8, B-2 to B-3 

displaying messages 
when printing, 6-10 to 6-11 
when spooling, 6-11 

Displaying Messages While 
Printing, 6-10 

document: Any text, including 
formats, on the VisiWord 
editing screen. 

document, 1-3 
appending a, 3-18 to 3-22 
creating a, 3-3 to 3-4 
deleting a, 3-11 to 3-12 
disk, 2-17 to 2-18, 3-17 
editing a, 4-1 
format, 5-3 
formatting, 5-1 
including a, 3-23 to 3-24 
loading a, 3-8 to 3-10 
name, 3-5 to 3-6, 3-15, 3-17 
path, 3-5 to 3-6, 3-16, 6-7, 

F-1, F-3 to F-5 
printing a, 6-1 
renaming a, 3-13 to 3-14 
saving a, 3-5 to 3-7 
size, 3-15 to 3-16 
statistics, 3-15 to 3-16 

Document Statistics Screen, 
3-15 

Doing Repeated Searches, 4-20 
double space, 5-4, 5-10, 

F-1 
down arrow, 3-7, 3-20, 4-23, 

5-8, 5-10, 6-17 
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E 
Editing an Appended 

Document, 3-21 
Editing Documents, 3-1 
editing screen: The area of a 

screen where you can 
enter and revise text. 
In the VisiWord 
program, the editing 
screen is 22 lines by 
78 columns beginning 
on line 2 and ending 
on line 23. 

editing screen, 2-11 to 2-12, 
4-3 to 4-5, 4-6 to 4-8, 
4-23 to 4-25 

Editing Screen Border 
Symbols, 2-12 

Emphasis option, 2-7 to 2-8, 
5-28 to 5-29 
~ key, 1-7, 2-15, 4-3 to 

4-4 
end of document marker, 2-11 
Enter key (GIl), 1-7, 2-9, 2-15, 

4-5, 4-6 to 4-7, 6-18, 0-1 
entering 

a menu, 2-9 to 2-10 
text, 4-6 to 4-8 

Entering and Leaving a Menu, 
2-10 

Entering Text, 4-6 
equipment 

optional, 1-5 
required, 1-4 to 1-5 
standard, 1-5, A-3, F-3 

Equipment You Need, 1-4 
error messages, 0-1 
~ key, 1-6, 2-10, 2-15, 

6-6, 6-18 
Exact option, 2-7 to 2-8, 4-19, 

4-21 
exclamation point (!), 2~11, 

5-15, 5-18 
exiting 

from a menu, 2-10 
from the VisiWord program, 

2-19 
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Exit menu, 2-7 to 2-8 
Exit-to-system option, 2-19 
Return-to-current-product 

option, 2-19 
Start-new-product option, 

2-19 
extension, 3-5 to 3-6, B-2 to 

B-3 

f 
CE:D key, 1-6, 2-14, 4-5, 5-5, 

5-21 to 5-23 
CTI:l key, 1-6, 2-14, 2-16, 

5-28 to 5-32 
c::E:Il key, 1-6, 2-12, 2-14, 5-35 
CEIl key, 1-6, 2-12, 2-14, 4-5, 

5-5, 5-15, 5-24 
c:E::]J key, 1-6, 2-14, 4-9 to 

4-10, 5-35 
CEID key, 1-6, 2-14, 4-6, 4-9 

to 4-10 
crD key, 1-6,2-16 
c::E::ID key, 1-6, 2-14, 2-16, 

5-30 
(£ID key, 1-6, 2-14, 4-13, 4-19 
CEJ::[) key, 1-6, 2-12, 2-14, 

2-16, 5-27 
field, B-1 to B-2 
field name, B-2 
file: Information, such as a 

document, that is stored 
on disk. 

file name: The name used to 
refer to documents loaded 
from or stored on a disk. 

file name, 3-5 to 3-6, 3-15, 
3-17 

Find menu, 2-7 to 2-8, 4-19 to 
4-22 

All-replace option, 4-21 to 
4-22 

Define-replacement option, 
4-21 to 4-22 

Exact option, 4-19, 4-21 
Ignore option, 4-19, 4-21 
Next option, 4-19 to 4-20, 

4-22 
Prey option, 4-19 to 4-20, 

4-22 
Replace option, 4-22 

first page number, 3-3, 5-3 to 
5-5, 5-14, F-1 

footer: Lines of text that 
appear at the bottom 
of each page in a 
printed document but not 
on the editing screen. 

footer, 5-3, 5-36 to 5-42, 6-14, 
6-16 

Footer option, 2-7 to 2-8, 5-3, 
5-36 to 5-42 

Footer Sheet: The scr~en on 
which you define the 
footer for a document. 

Footer Sheet, 5-3, 5-6, 6-14 
creating, 5-36 to 5-42 
defining, 5-36 to 5-42 
deleting, 5-42 
inserting, 5-40 

form document, 3-25 
form feed, A-4, B-3 
form letter skeleton, B-1 to B-3 
Form Letters, B-1 
format: The physical 

appearance of a printed 
document or a document 
on the editing screen. 

format 
disk, 2-17 to 2-18 
indicator, 5-6, 5-9 
option, 2-7 to 2-8, 5-3, 

5-7 to 5-14, 6-13 to 
6-19, F-2 to F-3 

sheet, 2-12, 5-3 to 5-14, 
F-2 to F-3 

startup settings, 3-3, 3-26 to 
3-27, 5-3 to 5-4, F-1 

Format option, 2-7 to 2-8 
Layout menu, 5-3, 5-7 to 

5-14, 6-18 to 6-19, 
F-2 to F-3 

Print menu, 6-13 to 6-17 
Format Sheet: A screen that 

allows you to set and 
change the physical 
appearance of a 
document. 



Format Sheet, 2-12, 5-3 to 
5-14, F-2 to F-3 

creating, 5-8 to 5-9 
defining, 5-8 to 5-9 
deleting, 5-9 
descriptions, 5-4 to 5-5 
inserting, 5-8 to 5-9 
settings, 3-3, 3-26 to 3-27, 

5-3 to 5-4, F-1 
Format Startup Settings, 5-3 
Formatting Documents, 5-1 
Function Key Overlay 1-6 
function keys 
CEJJ key, 1-6, 2-14, 4-5, 5-5, 

5-21 to 5-23 
CIT) key, 1-6, 2-14, 2-16, 

5-28 to 5-32 
o::::ID key, 1-6, 2-12, 2-14, 5-35 
CIT.) key, 1-6, 2-12, 2-14, 4-5, 

5-5, 5-15, 5-24 
c:EID key, 1-6, 2-14, 4-9 

to 4-10, 5-35 
(DJ key, 1-6, 2-14, 4-6, 4-9 

to 4-10 
(ED key, 1-6, 2-16 
CE::ID key, 1-6, 2-14, 2-16, 

5-30 
c::E[) key, 1-6, 2-14, 4-13, 4-19 
C£IQJ key, 1-6, 2-12, 2-14, 

2-16, 5-27 

G 
Ghost hyphen: A hyphen that 

does not appear on the 
screen, but will appear 
when printing if the 
printer breaks an 
end-of-line word 
at the syllable where 
the ghost hyphen is 
placed. 

ghost hyphen, 5-33 to 5-34 
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Goto 'command, 5-17, 7-6 
greater than symbol (», 2-12 

H 
Handling disks, 1-5 
header: Lines of text that 

appear at the top of each 
printed page of a 
document but not on 
the editing screen. 

header, 5-3, 5-36 to 5-42, 
6-14, 6-16 

Header option, 2-7 to 2-8, 5-3, 
5-36 to 5-42 

Header and Footer Sheets, 5-38 
Header Sheet: The screen on 

which you define the 
header for a document. 

Header Sheet, 5-3, 5-6, 6-14 
creating, 5-36 to 5-42 
defining, 5-36 to 5-42 
deleting, 5-42 
inserting, 5-40 

help instructions, 2-7 to 2-8, 
2-9, 2-13 

help screens, 2-7 to 2-8, 2-9, 
2-13 

hexadecimal, 6-18 
highlighting, 5-28 to 5-32 
Highlighting: Boldface, 

Underline, Superscripts, 
Subscript, and Overstrike, 
5-28 

( HOM E) key, 1-7, 2-15, 4-3 to 
4-4 

Home position: The upper-left 
corner of the editing 
screen. 

home position, 4-3 to 4-4 
hyphen, 5-6, 5~9, 5-33 to 5-34 
Hyphen option, 2-7 to 2-8, 

5-33 to 5-34 



8 Glossary I Index 

I 
IBM DOS. 1-4, 2-3, 2-17, 2-19, 

6-7 to 6-8, C-1 
IBM DOS Format command, 

2-17 
IBM Keyboard, 1-6 to 1-7 
Ignore option, 2-7 to 2-8, 4-19, 

4-21 
include: To incorporate a 

complete document within 
another document. 

Include'option, 2-7 to 2-8, 3-23 
to,3-24 

Including One Docment 
Within Another, 3-23 

indent: A temporary left 
margin set for a number 
of lines terminated by a 
required return. You insert 
a required indent by 
pressing c::EI). 

indent 
command, 5-5, 5-19 
key, 1-6,-2-12, 2-14, 4-5, 

5-5, 5-15, 5-24 
stop, 2-11 to 2-12, 2-14, 5-5, 

5-15, 5-18 
Indent command, 5-5, 5-19 
Indenting Paragraphs, 5-24 
Initial menu, 2-7 to 2-8 

Create option, 3-3 to 3-4 
Revise option, 3-9 

initialize: To prepare a disk to 
store documents. 

Initialize option, 2-7 to 2-8, 
2-17 to 2-18 

CINID key, 1-7, 2-15, 2-16, 
4-7 to 4~8 

insert: To add text without 
deleting existing text. 
In the VisiWord program, 
the new text is inserted 
to the left of the cursor 
pushing the existing text 
to the right. 

insert, 2-15, 2-16, 4-7 to 4-8 
Insert and Over-Type, 4-7 
Inserting an Append Sheet, 

3-19 

inverse video: Dark characters 
on a light background on 
the screen. 

inverse video, 2-9, 2-12, 4-12, 
4-15, 4-18, 5-8, 5-18, 
5-29,6-19 

J 
justification, 2-14, 5-11 to 

5-12, 5-22 
Justified Text vs. Nonjustified 

Text,5-11 . 
Justifying Text (Aligning 

Right), 5-11 

K 
keyboard, 1-6 to 1-7 
keyboard symbols, xiv 

L 
Layout menu, 2-7 to 2-8 

Append option, 3-18 to 3-21 
Char menu, 5-28 to 5-34, 
Footer option, 5-3, 5-36 to 

5-42 
Format option, 5-3, 5-7 to 

5-14, 6-18 to 6-19, F-2 to 
F-3 

Header option, 5-3, 5-36 to 
5-42 

Message option, 6-10 to 6-12 
Next option, 5-20 
Prev option, 5-20 
Ruler option, 5-3, 5-5 to 5-6, 

5-15 to 5-20 
Learning to Use the VisiWord 

Program, xi to xii 
leaving 
, a menu, 2-10 

the VisiWord program, 2-19 
Leaving the VisiWord 

Program, 2-19 
left arrow, 5-10, 5-17, 6-17 
left border, 5-6, 5-35 
left margin, 4-7, 5-3, 5-24 
less than symbol, 2-12 
line feed, A-4, B-3 
line length, 5-39, 5-41 



line spacing, 5-3 to 5-5, 5-lQ) , 
F-l 

lines per page, 5-3 to 5-5, 5-10, 
F-l 

List option, 2-7 to 2-8, 3-7, 
3-17 

listing document names, 3-17 
load: To put a program or 

document into computer 
memory. 

Load option, 2-7 to 2-8, 3-8, 
3-10 

loading 
appended documents in 

sequence, 3-21 
documents, 3-8 to 3-10 
documents into windows, 

4-27 
the program, 2-3 to 2-4 

Loading a Document, 3-8 
Loading a Document Into a 

Window, 4-27 
Loading the VisiWord 

Program, 2-3 
looking 

for strings, 4-19 to 4-20 
for format changes, 5-20 

Looking for Characters, 
Words, or Phrases, 4-19 

lower case letters, 3-13, 4-19, 
4-21 

LPT1:, 6-4 to 6-5, A-5, F-2 
LPT2:, 6-4 to 6-5, A-5, F-2 

M 
Main menu, 2-7 to 2-11 

Copy menu, 4-14 to 4-15, 
4-25 to 4-27 

Delete menu, 3-4, 4-9 to 
4-13 

Exit menu, 2-19 
Find menu, 4-19 to 4-20, 

4-21 to 4-22 
Layout menu, 2-7 to 2-8 
Move menu, 4-16 to 4-18, 

4-25 to 4-27 
Options menu, 2-7 to 2-8 
Print menu, 3-22, 6-3 to 

6-17, A-4 to A-6, 
B-2 to B-3, F-3 
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Storage menu, 2-17 to 2-18, 
3-5 to 3-17, 3-21, 
3-23 to 3-27, F-2 to F-5 

Windows menu, 4-23 to 4-28 
Maintenance menu, 2-7 to 2-8 

Delete option, 3-11 to 3-12 
Initialize option, 2-17 to 2-18 
List option, 3-17 
Path option, F-3 to F-5 
Rename option, 3-13 to 3-14 
Usage option, 3-15 to 3-16 

margin: The left and right 
boundaries in a document. 

Margin command, 5-18 
margins, 1-1 

left, 4-7, 5-3, 5-24 
right, 3-3, 4-6, 5-3 to 5-5, 

5-15, 5-18, 5-39, E-l 
marking 

columns, 4-11 to 4-18, 4-25 
to 4-27 

documents, 3-11 to 3-12 
text, 4-11 to 4-18, 4-25 to 

4-27 
text for setup strings, 6-18 

memory, 1-4, 2-3 to 2-4, 3-4, 
3-8, 4-27, G-l to G-5 

Memory option, 3-4, 3-26 to 
3-27 

menu: A list of program 
options. 

menu, 2-5 to 2-10 
Menus, 2-5 
Message option, 2-7 to 2-8, 

6-10 to 6-12 
Message Sheet, 2-12, 6-10 to 

6-12 
minus sign, 5-17, 5-19 
monitor: The video display 

unit of the computer. 
Model option, 2-7 to 2-8, A-4, 

B-2 to B-3 
move: To remove text from 

one place, and put it 
into another .place in 
the same document or 
another document. 
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Move menu, 2-7 to 2-8 
Column option, 4-16 to 

4-18, 4-25 to 4-27 
Text option, 4-16 to 4-18, 

4-25 to 4-27 
moving 

columns, 4-16 to 4-18, 4-25 
to 4-27 

text, 4-16 to 4-18, 4-25 to 
4-27 

the cursor, 2-9, 4-3 to 4-5 
the cursor between 

windows, 4-24 to 4-25 
the cursor on the Ruler, 5-17 

Moving or Copying Text 
Between Windows, 4-25 

Moving Text and Columns, 
4-16 

Moving the Cursor, 4-4 
Moving the Cursor From One 

Window to Another, 4-24 
Moving the Cursor on the 

Ruler, 5-17 
Moving the Cursor Within 

Documents, 4-3 

N 
name, 3-5 to 3-6, 3-15, 3-17 
New Page key (EID, 1-6, 2-12, 

2-14, 5-35 
Next option, 2-7 to 2-8 

Find menu, 4-19 to 4-20, 
4-22 

Layout menu, 5-20 
nontext character: A character 

sent to the computer by 
pressing a special key, 
such as the ~ 
key. 

nontext character, 6-18 
nontext character code, 6-18 
Nontext Character Code for 

Printer Setup Strings, 6-18 
(N U M L 0 C K) key, 1-7 

o 
offset, 6-13 to 6-17 
one-and-one-half spacing, 5-3 

to 5-5, 5-10, F-1 

one-half spacing, 5-3 to 5-5, 
5-10, F-1 

Open option, 2-7 to 2-8, 4-23 
to 4-24 

option: The choices available 
in a command or a menu. 

option, 2-5 
Options menu, 2-7 to 2-8 

VisiSpell option, 2-7 to 2-8 
optional equipment, 1-5 
Organization of the VisiWord 

User's Guide, xii to xiii 
overstrike, 5-28, 5-31 to 5-32 
overstrike character, 5-31 
Overstrike option, 2-7 to 2-8, 

5-28, 5-31 to 5-32 
over-type: To add text by 

typing directly over and 
deleting existing text. 

over-type, 2-15, 2-16, 4-7 to 
4-8 

Overview, 1-3 

p 
page break, 2-12, 2-14, 5-35 
page number, 5-40 to 5-41 
page number symbol, 5-5, 

5-39, 5-41 
paper length, 6-13 to 6-17 
paragraph symbol, 2-12, 4-6 
parallel printer, 6-4 to 6-5, A-3 

to A-6, F-2 
parity, A-6 
path: 1) The place (disk drive) 

to or from which 
information, documents, 
or data are being 
transferred. In the 
VisiWord program, there 
are document path, spool 
path, and printer path. 
2) The menu path is the 
set of options chosen to 
get to the current menu; 
for example, 
VW ILayoutiChar. 



path 
document, 3-5 to 3-6, 3-16, 

6-7 
menu, 2-9 
printer, 6-4, A-5 to A-6, 

F-2 to F-5 
program, F-1 
spool, 3-5, 3-10, F-1, F-3 to 

F-5 
Path option, 2-7 to 2-8 

Maintenence menu, F-3 to 
F-5 

Print menu, A-5 to A-6 
percentage of memory, 3-15 
period (.), 3-5, 5-15, 5-21 

to 5-23 
Pertinent Facts About the 

VisiWord Program, E-1 
"( P"""G"'D"'N") key, 1-7, 2-15, 3-17, 

4-3 to 4-4 
"( P"""'G"U"P'"') key, 1-7, 2-15, 3-17, 

4-3 to 4-4, 4-6 
plus sign (+), 5-17, 5-19 
Pocket Reference, xii 
pound sign (#), 5-5, 5-39, 5-41 
Preparing Document Disks 

(Initializing), 2-17 
Prev option, 2-7 to 2-8 

Find menu, 4-19 to 4-20, 
4-22 

Layout menu, 5-20 
print format, 6-13 to 6-17 
Print menu, 2-7 to 2-10 

Disk option, 6-7 to 6-8, B-2 
to B-3 

Format option, 6-13 to 6-17 
Model option, 6-8, A-4, B-2 

to B-3 
Path option, A-5 to A-6 
Printer option, 6-3 to 6-5 
Spool option, 6-5 to 6-6 

print message, 6-4, 6-10 to 
6-12 

print screen, 6-3 to 6-5, 6-14 
printer 

format, 6-13 to 6-17 
model, 6-8, A-4, B-2 to B-3, 
offset, 6-13 to 6-17 
option, 6-3 to 6-5 
path, A-5 to A-6 
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printer offset: The number of 
spaces between the edge 
of the paper and the 
first printed character. 

Printer option, 6-3 to 6-5 
printing 

an appended document, 3-22 
a document, 6-1 
on a printer, 6-3 to 6-6 
to a disk, 6-7 to 6-8 
to IBM DOS, 6-8 

Printing, 6-3 
Printing a Document on a 

Disk,6-7 
Printing an Appended 

Document, 3-22 
Printing Directly, 6-3 
Printing Documents, 6-1 
Printing to IBM DOS, 6-8 
Printing While Editing 

(Spooling), 6-5 
Printout with Header and 

Footer, 5-37 
program disk, 1-4, 2-3 to 2-4, 

2-19 
program path, F-1 
program startup settings, 3-3, 

3-26 to 3-27, 5-3 to 5-4, 
E-1, F-1 to F-5 

prompt: A question or 
comment written by the 
program that appears on 
the line above the menu 
or on the screen. 

prompt messages, 2-9 

Q 
question mark (7), 2-9, 2-13, 

0-3 
QuickStart Course, xii 
Quit option, 2-7 to 2-10 

R 
ragged right, 5-3 to 5-4, 5-11 
record, B-1 
Rename option, 2-7 to 2-8, 

3-13 to 3-14 
Renaming a Document, 3-13 
repeated searches, 4-20 
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Replace option, 2-7 to 2-8, 
4-22 

replacement string: The 
sequence of characters 
that replaces the sequence 
that was looked for in 
your document and 
found. 

replacement string, 4-22 
Replacing Characters, Words, 

or Phrases, 4-21 
required equipment, 1-4 to 1-5 
required hyphen, 5-33 
required indent: A temporary 

left margin set from the 
Ruler and terminated only 
by changing the setting 
on the Ruler; it 
differs from the indent 
key (c:E:D) in that 
it ignores required returns. 

required indent, 5-5, 5-15 
required return: A forced 

ending to one line 
that begins another line. 
You insert a required 
return by pressing GIl'-

required return, 1-7, 2-12, 
2-15, 4-5 to 4-7, 4-11, 
5-5, 5-8 

Required Returns, 4-6 
Restoring Text, 4-13 
return symbol, 2-12, 4-6 
Return-to-current-product 

option, 2-7 to 2-8, 2-19 
Revise option, 2-3, 2-7 to 2-8, 

3-9 
right arrow, 5-10, 5-17 to 5-18, 

6-17 
right justification, 5-11, 5-22 
right margin, 3-3, 4-6, 5-3 to 

5-5, 5-15, 5-18, C-2, F-2 
Ruler: 1) A line at the top of 

the editing screen that 
shows the columns, 
margins, and stops in a 
document. 
2) The line that lets you 
change the right margin, 
stops, and required 
indents. 

Ruler, 2-11, 3-3, 5-3 to 5-6, 
5-15 to 5-23, F-1 to F-3 

commands, 5-15 to 5-20 
descriptions, 5-5 
marks, 5-15 
option, 5-3, 5-5 to 5-6, 5-15 

to 5-20 
settings, F-1 
stop, 2-11 to 2-12, 2-14, 5-4, 

5-5, 5-15, 5-18 
Ruler commands 

5 

arrow keys, 5-17 
Clear command, 5-18 
Delete command, 5-20 
Goto command, 5-17 
Indent command, 5-19 
Margin command, 5-18 
Set command, 5-18 

Sample 1, 7-2 to 7-3 
Sample 2, 7-4 to 7-5 
Sample 3, 7-6 to 7-7 
Sample Append File 

Specification, 3-19 
Sample Applications, 7-1 
Sample Document with Top 

Margin, Offset, and Page 
Length Specified, 6-16 

Sample Format Sheet, 5-76 
Sample Header Sheet and 

Resulting Header, 5-38 
Sample Message Sheet, 6-10 
Sample Table of Numbers, 

5-21 
save: To store a document on 

a data disk for later 
retrieval. 

Save option, 2-7 to 2-8, 3-5 to 
3-7 

Saving a Document, 3-5 
screen: The video display of 

the computer. 
screen 

clearing, 3-3 to 3-5, 3-8, 4-27 
dimensions, 2-12 
editing, 2-10 to 2-12, 4-3 to 

4-8, 4-23 to 4-25 
symbols, 2-12 



search string: The 
sequence of characters 
you are looking for in 
a document. You type 
these characters after 
selecting Find. 

search string, 4-19 to 4-22 
Seeing What Formats Are in 

Effect, 5-6 
select: To choose a menu 

option: 1) by moving the 
cursor over the option and 
pressing GIl 2) or by 
pressing the first letter 
of the option. 

select, 2-9 to 2-10 
Selecting a Menu Option, 2-9 
self-loading, 2-19 
Sending a Form Letter to a 

Disk File, B-2 
Sending Special Instructions 

(Setup Strings) to the 
Printer, 6-18 

sequence of characters, 4-19 to 
4-22 

serial printer, 6-4 to 6-5, A-3 
to A-6, F-2 

serial printer settings, A-6 
Set command, 5-18 
set stop, 5-18 
Setting a Page Break, 5-35 
Setting and Clearing Stops, 

5-18 
Setting Character Spacing, 

5-12 
Setting Headers and Footers, 

5-36 
Setting Line Spacing, 5-10 
Setting Lines Per Page, 5-13 
Setting Required Indents, 5-19 
Setting the First Page Number, 

5-14 
Setting the Right Margin, 5-18 
Settings for Serial Printers, A-6 
setup string: Special 

instructions sent to a 
printer. 

setup strings, 6-18 to 6-19, 
A-I, B-2 
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shadow cursor, 2-11, 5-15 
sheet: One of the special 

screens in the VisiWord 
program that lets you 
change settings. 

sheet 
Append, 3-18 to 3-22 
Footer, 5-3, 5-6, 6-14 
Format, 2-12, 5-3 to 5-14 
Header, 5-3, 5-6, 6-14 
Message, 2-12, 6-10 to 6-12 

sheet indicators, 5-6 
single drive system, 1-4 to 1-5, 

6-5, F-5 
Single Drive System, F-5 
single space, 5-4, 5-10, 

F-l 
size percentage, 3-15 
skeleton, B-1 
space bar, 3-11, 4-5, A-4, B-2 
Special Function Keys, 2-14 
Splitting the Screen Into Two 

Parts, 4-23 
spool: To simultaneously print 

one document and edit 
another. Spooling 
temporarily saves a 
document on disk, then 
feeds it to a printer 
while you do other 
VisiWord functions. 

Spool option, 2-7 to 2-8, 
6-5 to 6-6 

spool path, 3-5, 3-10, F-l, 
F-3 to F-5 

spooling, 6-5 to 6-6 
spreadsheet, C-l 
standard equipment, 1-5, A-3, 

F-3 
Standard Startup Settings, F-l 

to F-2 
Start-new-product option, 2-7 

to 2-8, 2-19 
startup format settings, 3-3, 

3-26 to 3-27, 5-3 to 5-4, 
F-l 

startup setting file name, 3-27, 
F-3 
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stop: A mark(!) on the Ruler 
indicating the columns 
where the cursor will 
move to when you 
press Tab, Decimal Tab 
(CEJ]), or Indent (c:EI)). 

stop, 
printing, 6-4, 6-9 
spooling, 6-6, 6-9 
symbol, 2-11, 5-15, 5-18 

Stopping the Printer, 6-9 
store: To put (save) a 

document on a data disk 
for later retrieval. 

Storage menu 
Append option, 3-21 
Default option, 3-26 to 3-27, 

F-2 to F-3 
Include option, 3-23 to 3-24 
Load option, 3-8 to 3-10 
Maintenance menu, 2-17 to 

2-18, 3-11 to 3-17, 
F-3 to F-5 

Save option, 3-5 to 3-7 
storage screen, 3-6 
string: A sequence of 

characters. 
string, 4-19 to 4-22, 0-4 
subscript, 5-28, 5-31, 7-6 to 

7-7 
superscript, 5-28, 5-31, 7-6 to 

7-7 
Supported Printers, A-3 
Switch option, 2-7 to 2-8, 4-24 

to 4-27 

T 
tab: To move the cursor to the 

next stop (!) on the Ruler. 
In the VisiWord program, 
tabbing only moves the 
cursor on a line that 
contains text. On a blank 
line, tabbing inserts spaces 
into the text. 

tab, 2-11, 2-14, 3-3, 4-3 to 4-5, 
5-5, 5-15, 5-24 

Table of Special Function 
Keys, 2-14 

Tab key, 2-15, 4-3 to 4-5, 5-5, 
5-24 

tab stop, 2-11, 5-5, 5-15, 5-24 
temporary file, 6-5, 6-6 
temporary left margin, 4-7, 

5-24 
text: A set of characters. In the 

VisiWord program, you 
can delete, copy, and 
move text. 

text buffer: An area in 
computer memory that 
can contain lines of text 
deleted from the editing 
screen using the Delete 
Line key (CE[)) or 
Delete EOL key (a::ID). 

text 
buffer, 4-13 
copying, 4-14 to 4-15, 4-25 

to 4-27 
deleting, 4-11 to 4-13 
moving, 4-16 to 4-18, 4-25 

to 4-27 
wraparound, 4-6 

Text References to the 
Keyboard and the Screen, 
xiv 

Text Wraparound, 4-6 
theta (9), 2-12, 5-6, 
top margin, 6-13 to 6-17 
transmission bits, A-5 to A-6 
Type-In option, 2-7 to 2-8, 

3-7, 3-17 
typeover, 2-15 to 2-16, 4-7 to 

4-8 
Typical VisiWord Menu: the 

Print Menu, 2-9 

U 
undelete, 1-6, 2-14, 4-7, 4-13 
Undelete key C£:ID, 1-6, 

2-14, 4-7, 4-13 
underline, 2-14, 2-16, 5-28, 

5-30, 7-4 to 7-5, 
Underline key, 2-14, 2-16, 

5-28, 5-30 
Underline option, 5-28, 5-30 
Underlining Text, 5-30 



up arrow, 3-7, 3-20, 4-23, 5-8, 
5-10, 6-17 

upper case letters, 3-13, 4-19, 
4-21 

Usage option, 2-7 to 2-8, 3-15 
to 3-16 

Using a Form Document 
Frequently, 3-25 

Using Boldface (Emphasis), 
5-29 

Using Hyphens, 5-33 
Using Setup Strings, 6-18 
Using Superscripts and 

Subscripts (Above and 
Below), 5-31 

Using the Format Sheet, 5-7 
Using the Ruler, 5-15 
Using the Underline Key CEID, 

5-30 
Using the Underline Menu 

Option, 5-30 
Using the VisiCalc File, C-1 
Using the VisiWord Program 

with the VisiCalc 
Program, C-1 

Using the VisiWord Program 
with the VisiFile Program, 
B-1 

Using Your Own Startup 
Format, 3-26 

Using Your Printer, A-3 

V 
Viewing All Document Names 

on a Disk, 3-17 
Viewing Document Size, 3-15 
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VisiCalc program, 2-19, C-1 
VisiFile program, 6-7, B-1 
VisiSpell option, 2-7 to 2-8 
VisiWord Document, 1-3 
VisiWord Features and 

Benefits, 1-4 
VisiWord Learning Tools, xi 
VisiWord Menu Structure, 2-7 

to 2-8 
VisiWord Screen After 

Loading, 2-3 
VisiWord Startup Layout 

Settings and Range of 
Possible Settings, 5-4 

VisiWord Startup Settings, F-1 

W 
warnings, 0-1 
Where to Define Headers and 

Footers, 5-40 
window, 4-23 to 4-27 
Windows menu, 2-7 to 2-8 

Clear option, 4-27 
Close option, 4-28 
Open option, 4-23 to 4-24 
Switch option 4-24 to 4-27 

word processor, 1-3 
wraparound: Automatic 

movement of text from 
one line to the next 
line as it's being 
entered. 

wraparound, 4-6 

Y 
Your Document Format, 5-3 
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Reader's Critique 
VisiCorp's Publications Department wants to provide documents 
that meet the needs of all our product users. Your feedback helps us 
produce better manuals. 

Please tell us how you rate this manual in the following areas: 

Excellent Good Average Fair Poor 
( .... ) ( .... ) (..-) ( .... ) ( .... ) 

Completeness of information. 

Clarity of information. 

Organization of manual. 

Appearance of manual. 

Quantity of examples. 

Usefulness of examples. 

Quantity of photographs and 
illustrations. 

Appropriateness of photographs 
and illustrations. 

Degree to which this manual meets 
your expectations and needs: 

Appropriateness of the manual level 
to a person of your experience. 

Overall manual. 

Your computer experience: 0 2 yrs or less 0 2-5 yrs 0 5 yrs + 
Did you use the manual to learn the program? 0 Yes 0 No 

I read 0 25% 0 50% 0 75% 0 100% of this manual. 

Please specify, by page, any errors you found in this manual. 

Please tell us for what application(s) you are using this program. 

What one thing could we do to improve this manual for you? 
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VISIWORDTM SETUP INFORMATION GUIDE 

If you own the IBM® Personal Computer XT, you can load the VisiWord pro­
gram either from the flexible disk or from the fixed disk . The VisiWord 
QuickStart™ Course tells you how to load the program from the flexible disk . 
We recommend, however, that you install (copy) the VisiWord program onto 
the fixed disk and load the program from the fixed disk . The program will run 
faster and be more convenient to use. 

To install the VisiWord program on your fixed disk: 

1. Follow the instructions in the IBM Disk Operating System manual to ini­
tialize your fixed disk, and install and load the DOS 2.0 program onto the 
disk. 

2 . The C> prompt appears. If you installed the DOS program onto a different 
fixed disk drive (named d:, e:, or the like), that drive letter shows in place 
of the C. Substitute that drive letter for C on all of the remaining instruc­
tions in this guide . 

3 . If you want to put the VisiWord program in its own directory on the disk, 
use the MKDIR command to create the directory. Then use the CHDIR 
command to transfer into that directory. The MKDIR and CHDIR com­
mands are explained in the IBM Disk Operating System manual. 

4. Type a: and press w. 
5. Put the VisiWord program disk in the flexible disk drive . 

6. From the A> prompt, type install c:. (Remember to substitute the alternate 
drive letter if necessary.) Press w . 

7. Wait while the VisiWord files are copied to your fixed disk . When the pro­
cedure is finished, the message VisiWord installation completed appears . If 
the message VisiWord installation failed appears, repeat step 6, being careful 
to type the correct drive letter. 

Now that you have installed the program, store the VisiWord program disk in a 
cool, dry place for safekeeping. Load the VisiWord program by following the 
steps below: 

1. With the DOS A> prompt showing, type C:VW. Press w . If you installed 
the program in its own directory (see step 3 above), each time you load the 
program from now on you must first use the CHDIR command to transfer 
into the VisiWord directory. 

2. After a minute, the VisiWord screen appears. 

Now turn to the VisiWord QuickStart Course. Follow the step-by-step instruc­
tions to learn to use the VisiWord program. 

Throughout the VisiWord QuickStart Course and the VisiWord User's Guide, 
the IBM Personal Computer XT fixed disk is referred to as the hard disk. 
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