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1 Getting Started

This chapter provides general information about the Whisperwriter and its
software. The topics covered are:

* Parts

* Precautions

» Set Up

* Feeding Paper

» Optional Cut Sheet Feeder
* Ink-jet Cartridge

* Diskettes

* Keyboard

* Operation Overview

* Supplemental Programs

The remaining chapters describe each of the applications available on the
Whisperwriter. The Appendix provides clip art samples, technical data, and
troubleshootingsgharts. A Glossary is included that defines terms used
throughout the manual.

How to Use This Manual

Information in this cotumn
describes helpful hints,
restrictions, and ways to avoid
difficulties.

Notes are located in the left-hand column. They provide facts that help
you use your Whisperwriter more efficiently. An example note is located to
the left of this paragraph.

Please pay close attention to the CAUTION and WARNING notices in this
manual. They alert you to potential damage to your Whisperwriter or
danger to yourself. The examples below show you what the CAUTION and
WARNING notices look like.

CAUTION:
Failure to pay attention to caution notices can result in damage to the
equipment or loss of valuable data in the memory or on the diskette.

WARNING:
Warnings are for your safety. Failure to pay attention to warning
information can be dangerous to you and others.

' Getting Started 1



Parts of Your Whisperwriter

Main Unit (Model WP-6700CJ)

Paper support

Power switch

DC connector
AC adapter

/

DC plug

LCD screen

Top cover

Paper adjustment lever

Main roller knob

Brightness control

Disk drive

LED
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Main Unit (Model WP-7700CJ)

Monitor connector

Modem connector

Power switch
Paper support

DC connector

DC plug

W

Q\' AC adapter

Top cover

Paper adjustment lever

Main roller knob

LED

Keyboard
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Monitor (Model WP-7700CJ)

1 ~_

Monitor stand

Contrast control
Brightness control Power cord Signal cable
Power switch
Power light
Optional Modem (Model WP-7700CJ)
' Data cable

Data cable

Modem telephone cord

Modem telephone cord

2%
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Precautions

4

WARNING:

Do not try to take apart or repair this equipment yourseif. Service
should be performed by authorized Brother service personnel only.
Warranty will be voided if you take the unit apart.

WARNING:

If the glass screen appears to be cracked, do not touch il. You may
cut yourself. Carefully wrap the unit in its box and take it to your
nearest authorized Brother Service Center.

CAUTION:

Do not pull on the power cord or the signal cable. To disconnect
it, always grasp the plug itself.

Avoid direct exposure of the equipment to sunlight and other
sources of heat, excessive moisture, or dust.

If you spill any liquid onto the equipment, immediately unpiug the
system and consult your Brother Service Center.

Do not use sprays in the vicinity of the Whisperwriter. Aerosols
are extremely harmful to the disk drive.

Unplug the equipment during a thunderstorm.
Do not place heavy objects on the keyboard.

Keep the back and sides clear of obstructions to prevent
overheating.

Use only a soft, dry cloth to clean the equipment (do not use
chemicals, solvents, or detergents).

To avoid electrical interference, do not place the Whisperwriter
close to a radio receiver or television. If the Whisperwriter is
close to a television, the disk drive may not work properly. For
the same reason, avoid placing the monitor too close o the
Whisperwriter.

If you turn the Whisperwriter off, wait at least 10 seconds before
turning it on again. Failure to wait 10 seconds may disrupt the
start-up sequence, resulting in faulty operation and possible
hardware damage.

Do not turn the Whisperwriter off while printing.

Make sure the ink-jet cartridge (under the top cover) has moved
back to its rightmost position before you turn the power off. If
you notice that the cartridge has not moved to its righimost
position, turn the power on again and let the cartridge move to
the correct position. Then turn the power off.

After you install the ink—jet cartridge in the Whisperwriter, never
move the ink—jet cartridge from side-to—side with your hands.
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Set Up

WARNING:
Do not plug your Whisperwriter into an electrical outlet until you
have completely assembled it.

WARNING:
“ To prevent pinched fingers, keep fingers away from the bottom of
the LCD screen when you adjust the screen’s viewing angle.

Connecting the Equipment (Model WP-6700CJ)

1. Remove the keyboard cover by pulling up on the outside corners and
then pulling the cover toward you.

Power switch

DC plu

3. Plug the AC adapter power cord into an electrical outlet.

4, Press the power switch on the left-rear side of the Whisperwriter to
turn it on. If the Whisperwriter does not respond, check the power
cord.

5. Push or pull the LCD screen backward or forward to adjust the
screen’s viewing angle. Use the control on the right side of the LCD
screen to adjust screen brightness until the characters on the screen
are easy to read.

&9
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STHHIE
&L

(7
& r',;’!pi’?f -
&vs e, ¥
R \-'lf_o,‘;”!’(. 'Oy
S Y S
QLR
\%
SN S

Getting Started 6



Attaching the Monitor Stand (Model WP-7700CJ)

WARNING:
Do not plug your Whisperwriter into an electrical outlet until you

have completely assembiled it.

Before making electrical connections, attach the monitor stand to the
“ monitor:

1. Carefully set the monitor on its side as shown below.

2. Align the hooks on the monitor stand with the matching slots in the
basc of thc monitor,

3, Slide the monitor stand toward the front of the monitor until the
stand clicks into the locked position.

4. Set the monitor on its stand.

You can now tilt and rotate the monitor.

~IUY Ul
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Connecting the Equipment (Model WP-7700CJ)

CAUTION:
Before plugging the Whisperwriter or monitor into an electrical
outlet, connect the monitor and the modem to the Whisperwriter.

CAUTION:

To prevent damage to the monitor, turn off the monitor when you are
not using the Whisperwriter.

Connecting the monitor

1. Push the monitor signal cable connector into the monitor connector.
The monitor connector is located on the left side of the
Whisperwriter.

2. Tighten the monitor signal cable connector’s screws into the monitor
connector to secure the monitor signal cable.

Connecting the optional modem

1. Push the modem data cable into the modem connector.

2. Tighten the modem data cable connector’s screws into the modem
connector.

3. Insert the modem telephone cord into the auxiliary socket of a
telephone or into a telephone outlet.

1. Connect the DC plug into the DC connector.

2. Plug the monitor power cord and the AC adapter power cord into an
electrical outlet.

3. Press the green power switch to turn on the monitor. If the power
light does not glow, check the power cord.

4. Press the power switch located on the left side of the Whisperwriter
to turn it on. If the system does not respond, check the power cord.

5. Adjust the screen brightness and contrast with the control knobs on
the front of the monitor until the characters on the screen are easy to
read. If you do not press any key for five minutes, the screen changes
to a “screen saver” to protect the screen. Press any key to remove the

You can reverse the display from :
white to black and black to whilte screen saver. To return to the previous screen, press SHIFT or CODE.

by pressing CODE + SHIFT + R.
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Feeding Paper

You have three ways to feed paper for printing:

* manually, one sheet at a time from the paper support on the back of
the Whisperwriter (See below.)

* manually, one sheet at a time from the front paper tray of the optional
cut sheet feeder (Sec page 14.)

* automatically, up to 30 sheets from the back paper tray with the
optional cut sheet feeder (See page 12.)

Manual Paper Feeding with the Paper Support (No Cut Sheet Feeder)

CAUTION:
Do not use the main roller knob to insert paper. For proper paper
insertion, you must use the P INS key.

1. Turn on the Whisperwriter and open the paper support.

2. Center a sheet of paper in the insertion slot using the marks on the
paper supportt. If paper width is less than 10.55 inches (letter size and
A-4), align the paper with mark A. If paper is wider, use mark B.

B A
[ b ‘
B INS 3. Press P INS to automatically advance the paper to the printing
position. When you press P INS for the first time after turning on the
P BREAK Whisperwriter, this message appears:
The ON selaction tells the Make sure
Whisperwriter you have a cut - this says OFF.
sheet feeder instalied and you CUT SHEET FEEDER:
want fo use it for feeding paper. WARNING:
OFF tells the Whisperwriter you Setting the CUT SHEET FEEDER to ON will cause the P DOWN"
do not have a cut sheet feeder function o be invalid.
installed or you are using manual Press SPACE to change sefting and press RETURN.
paper feeding with the cut sheet
feeder.
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4. The Cut Sheet Feeder should be set to OFF. (If it is set to ON, press
the SPACEBAR to change the setting; then press RETURN.)

5. If paper appears crooked, press P INS again. Release the paper by
pushing down on the paper adjustment lever. Slide the top of the
paper slightly to align the top and bottom edges. Then raise the
paper adjustment lever. Press CODE + P DOWN until the paper is just
starting to enter the roller bar.

Paper adjustment lever

6. If paper is still not aligned properly, press CODE + SHIFT + P INS to
take the paper completely out. Then reinsert the paper where you
want it.

Getting Started 10



Optional CF-710 Cut Sheet Feeder

This section helps you install the A CF-710 cut sheet feeder is available for your Whisperwriter. The cut
fntgj sj:veetfeederandioadpaper sheet feeder allows you to load up to 30 sheets of 20 Ih. paper for
’ automatic feeding.

Installing the Optional Cut Sheet Feeder

1. Turn off the Whisperwriter main unit and monitor. Turn the main unit
around so that the back of the machine is facing you.

2. Flip open the paper support on the back of the machine and slightly
bend it in the center until one of the plastic pins on either end is
free.

Paper support pin

ON/OFF switch

3. Carefully pull the free end of the paper support out of the word
processor and then the other end. Lift the paper support off of the
back.

Paper support pin

(&S
1=

4. Insert the wire paper holders into the holes on the cut sheet feeder.
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5. Push down on the release button and hold it down while you gently
position the two tabs over their slots on the back of the
Whisperwriter.

Release button

6. Slide tabs into slots until you hear or feel a click. Let go of the release
button.

7. Test the fit of the cut sheet feeder by gently pulling the cut sheet
feeder away from the unit. ft should remain firmly attached.

Automatic Paper Feeding (With Cut Sheet Feeder)

Paper Release Lever Positions 1. Push down on the tabs on both sides of the paper tray to move the

-

paper release lever into the UP position. (See figure at left.)
4 4
y/ y/
UP DOWN ]
Paper will | Paper will . y /
not feed. feed. . ".\\

.‘ 5“/1
'/I Paper release lever
& in UP position

S,

Paper tray tabs
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Turn the Whisperwriter on and wait for the Main Menu to appear.
Pick up no more than 30 sheets of 20 Ib. letter or A4-size paper.
Fan the paper before loading as shown in the illustration on the left.
Load the paper into the back paper tray.

Align the paper with the left tab and slide the right tab over it until it
almost touches the edge of the paper.

SRS

Paper recommendalions:

high quality bond, 16-24 Ib.
Paper does not feed properly if
there is too much in the tray. Do

not exceed the 30 sheet limit. Left tab Right tab
Avoid using glossy or slick
paper in the paper tray because
it can cause paper jams.
To manually insert single sheets 8. Pull down on the paper release lever (on the right side of the paper

of paper, see next page. feeder) to hold paper tightly against the rollers.

y
/
Paper release lever
S

9. When you are ready to print, choose CUT SHEET FEEDER: ON in the
Print dialog box.

Paper feeds automatically.
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Precautions When Using the Cut Sheet Feeder

Please note the following when using your Whisperwriter and cut sheet
feeder.

* Before turning on the Whisperwriter, make sure that the paper release
lever is in the up position. If not, press the tabs on the tray until the
paper release lever is in the up position. This prevents the cut sheet
feeder from feeding paper before the Whisperwriter is ready to receive it.

» If the cut sheet feeder is removed and reinstalled while the
Whisperwriter is on, you must feed a “reset” page before printing again.
To feed a reset page, press P INS and wait a few minutes. Then press
CODE + P UP until one blank sheet feeds completely through the cut
sheet feeder, Now it is ready for normal operation.

* With CUT SHEET FEEDER set to ON, do not reverse an inserted sheet
of paper more than 3/8 inch (9.5 mm) with the main roller knob.
(P DOWN does not work with CUT SHEET FEEDER set to ON in the
WORD PROCESSING PRINT MENU.) If you reverse the paper more
than 3/8 inch, the automatic cut sheet feeder may feed a second sheet
of paper while the first sheet of paper is still in the Whisperwriter.

Manual Paper Feeding (with Cut Sheet Feeder)

CAUTION:

Do not use the main roller knob to insert paper. For proper paper
insertion, you must use the P INS key.

1. Push the paper tray tabs down until the paper release lever is in the
UP position. (See step 1, page 12.)
2. Remove paper from the cut sheet feeder.

3. Place a sheet of paper in front of the front paper support on the cut
sheet feeder. Align the paper with the paper guide on the left.

Front paper support

Paper guide
Paper release lever in
UP position
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4. Choose one of the methods below to turn off the automatic paper feed.
* Method 1: If you have turned the Whisperwriter off and back on
again, press P INS. When you press P INS the first time after
turning on the Whisperwriter, this message appears:

CUT SHEET FEEDER: OFF

WARNING:
Setting the CUT SHEET FEEDER tc ON will cause the "P DOWN"
function to be invalid.

Press SPACE to change setting ard press RETURN.

The cut sheet feeder should be set to OFF. (If it is set to ON,
press the SPACEBAR to select OFF; then press RETURN.)
Go to step 5.

* Method 2: If you have not turned the Whisperwriter off and you
are switching from automatic to manual single sheet feeding with
the cut sheet feeder and you are in Word Processing, Spreadsheet,
or Addressbook, press MENU when ready to print. Then select
Print from the Print menu. Press the cursor keys to move to the
CUT SHEET FEEDER response. With the SPACEBAR, select CUT
SHEET FEEDER: OFF. Press P INS and then press RETURN.

If you are in Typewriter and try to print with the cut sheet feeder,
the paper may jam. Therefore, you should remove the cut sheet
feeder when in the Typewriter application.
5. Adjust the paper position up and down by holding down CODE and
pressing P UP or P DOWN.
6. If paper appears crooked, press P INS again. Release the paper with

the paper adjustment lever. Slide the top of the paper slightly to align
top edges. Then move the paper adjustment lever back into position.

Paper adjustment lever

7. Press CODE + P DOWN to reposition paper.
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Removing the Optional Cut Sheet Feeder

1. Turn off the Whisperwriter.
2. Push down on the cut sheet feeder release button.

Cut sheet feeder
release button

=

3. Slightly turning the top of the cut sheet feeder toward the front of the
Whisperwriter, lift the back of the cut sheet feeder.

4. Slide the cut sheet feeder out of the Whisperwriter.

5. Reinstall the paper support (see below).

Reinstalling the Paper Support
1. Bending the paper support slightly in the center, carefully insert one
of the pins on the paper support into the hole on the back of the
Whisperwriter.
2. Keeping the paper support bent, insert the other end into the other
hole.
3. Turn the Whisperwriter on and wait for the Main Menu to appear.
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Ink—Jet Cartridge

This model prints faster with the
black ink—et cartridge than with
the color cartridge. Therefore you
will want to use black for all your
printing except when you want
color. The system detects
whether you are using black or
color ink; you do not need to
change any setfing when you
change cartridges.

The black ink—jet cartridge is an
optional accessory. It does nof
come with the machine.

WARNING:
Keep used and new ink—jet cartridges out of reach of children. Avoid
contact between cartridge and face, eyes, skin, and clothing.

Your Whisperwriter uses a replaceable ink-jet cartridge that contains both
the print head and ink. Replace the cartridge after approximately 1,000,000
characters (estimate based on using normal text in 12 point, Brougham
font).

Follow these precautions to ensure maximum life of your ink-jet cartridge:

To prevent a cartridge from drying out, never open the sealed pack
until you are ready.to install the cartridge.

Install the cartridge immediately after you remove the tape from it. If
you set the cartridge aside for an extended period, the cartridge head
may dry out.

The head of the cartridge is covered with wet ink. Never touch the
head of the cartridge and never let it touch any other surface.

To prevent leakage from the print head, do not shake the cartridge after
it has been removed from its pack.

Store the new ink—jet cartridge in the same environment as the
Whisperwriter.

Do not expose cartridges to direct sunlight. Store them at a temperature
lower than 40° C (104° F).

To transport the Whisperwriter by air, take out the ink-jet cartridge and
install a2 new one at your destination.

To move the unit, handle it carefully. Do not jar or turn it sideways
with an ink—jet cartridge in place.

We recommend that you usc cartridges within one year of installation
to assure high print quality.
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Installing/Replacing an Ink—Jet Cartridge

In this section, you will learn how to install an ink-jet cartridge and to
replace a used ink—jet cartridge,

Installing the first ink—jet cartridge

When you set up your Whisperwriter for the first time, you need to install
the ink—jet cartridge.

Model
WP-6700CJ

1. Remove the keyboard cover (model WP-6700C] only) by lifting on
the front edge. Pull up and then pull toward you (see illustration at
left).

2. Turn the Whisperwriter on.

3. Prcss CODE + INK CHG. The ink—jet cartridge bracket moves to its ink
change position (left side). Do not move the cartridge manually
from side-to-side. This message appears:

Proceed to change the ink cartridge.

After changing the ink cartridge, press RETURRM.

4. Pull the LCD display forward (model WP-6700C] only).

e
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You have 5 minutes to instalf or
change the ink—jet cartridge
before the bracket autornatically

returns to the right-hand
position.
6. Tear open the ink—jet cartridge pack and remove the new cartridge.
7. Carefully remove the protection tape from the print head before
installing. Do not shake the ink-jet cartridge after the protection tape
; is removed. Do not remove the metal contacts from the cartridge.
Protection tape
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8. Slide the cartridge into the ink-jet cartridge bracket.

Ink-jet cartridge

bracket
You will not be able to print if the 9. Squeeze the ink-jet cartridge bracket and cartridge together until the
cartriage is not correctly jocked. cartridge snaps under the latch on the bracket.

10. Press RETURN. The ink-jet cartridge is ready to use.
11. Close the top cover.
12. Push the LCD screen back into place {model WP-6700C] only).
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Replacing a used ink-jet cartridge
1. Press CODE + INK CHG. The cartridge moves lo the left: the ink change

You have 5 minutes to install or position. Do not move the cartridge manually from side-to-side.
change the ink—jet cartridge Thi

, e a, ¥Ss:
before the bracket automatically his message appears

retuns to the right-hand
position.

Proceed to change the ink cartridge.

After changing the ink cartridge, press RETURN.

2. Pull the LCD display forward (model WP-6700C] only).

o7

T
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Alternate method of ink-fet

cartidge romove 4. Grasp the ink—jet cartridge as shown below and pull toward you (1).

Pull up on the latoh that holds the Then pull the cartridge straight up (2). To avoid getting ink on
ink-jet cartridge in place and pull your hands, do not touch the bottom of the cartridge.

the cartridge toward you and

then up.

5. Dispose of the old cartridge immediately.

6. Tear open the ink-jet cartridge package and remove the new
cartridge.

7. Carefully remove the protection tape before installing. Do not shake
the ink—jet cartridge after the protection tape is removed. Do not
remove the metal contacts from the cartridge.

8. Slide the ink-jet cartridge into the cartridge bracket.

Protection tape
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You will not be able to print if the

9. Squeeze the ink-jet cartri artri i
cartrdge e ot aormoctly ockod q jet cartridge bracket and cartridge together until the

cartridge snaps under the latch on the bracket.

10. Press RETURN. 7he ink—jet cartridge is ready to use. If a black
cartridge is replaced with a color cartridge or vice versa, any paper in
the machine is ejected automatically.

11. Close the top cover.
12, Push the LCD screen back into place (model WP-6700C] only).

Cleaning the Print Head

From time to time, you may need to clean the print head. You should
clean the print head when

» the ink on the page looks splotchy or mcssy.
* blank spaces appear on the page.

To automatically clean the print head, press CODE + SHIFT + INK CHG. 7he
cartridge moves slightly to the left and then back to the right.

Cleaning the Print Cartridge Nozzles and Contacts

If print quality does not improve after cleaning the print head, the problem
may be caused by dried ink on the nozzles, contacts, or the print cartridge
bracket contacts.

Do not use a paper towel for 1. Remove the ink—jet cartridge. (See instructions on page 20.)

cleaning because it can leave . . .
tiny fibes;s that can clog nozzles 2. Gently clean the entire copper—colored area, including the nozzles

and cover contacts. and contacts with a clean cloth, dampened with water only.

To dissolve any dried ink, hold the damp cloth against the nozzles for
about three seconds. Gently blot and wipe dry.

3. Allow the copper—colored area to dry.

4. Reinstall the ink—jet cartridge and press RETURN. Then press CODE +
SHIFT + INK CHG and close the cover.

If the Whisperwriter is still not printing correctly, clean the bracket
contacts in the printer.
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Cleaning the Bracket Contacts in the Printer

1. Press CODE + INK CHG to move the ink—-jet cartridge bracket to the
left side of the carriage.

2. Without turning the Whisperwriter off, unplug the DC plug from the
DC connector on the left side of the Whisperwriter. (This keeps the
ink-jet cartridge in the left-hand position.)

Do not use a paper towel for 3. Turn the power switch off,

cleaning because it can feave A . .
tiny fibers that can clog nozzles 4. Remove the ink-jet cartridge. (See page 20.)

and cover contacts. 5. Use a clean, dry cloth to clean the contacts on the inside of the
ink-jet cartridge bracket.

Bracket contacts for
the ink-jet cartridge

6. Install the ink-jet cartridge.
7. Plug the DC plug into the DC connector on the left side of the
Whisperwriter.

8. Turn the power switch on.

9. Press CODE + SHIFT + INK CHG,

If print quality does not improve after this cleaning process, replace the
ink—jet cartridge. If print quality still does not improve, your printec may
require service. Contact your local authorized Brother Service Center.
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Diskettes

shutter Your Whisperwriter uses both MF-2HD (High Density) and MF-2DD
(Double Sided/Double Density) diskettes. The MF-2DD have half the
capacity of the MF-2HD. We recommend that you use Brother diskettes.

The slightest damage, such as a scratch or a small amount of dust on a
diskette, can easily spoil an entire file and make it unreadable. The
protective case of the 3.5 inch diskettes prevents, to some extent, damage
to the sensitive diskette surface. (The metallic shutter automatically opens
and exposes this sensitive surface only when the diskette is inserted into
the drive.) However, additional precautions must be taken to ensure
reliable maintenance of your files.

CAUTION:
+ Never open the shutter of the diskette.

s Never touch the surface of the material inside of the diskette.

* Do not use magnetic materials near the diskette.

» Never expose the diskette to extremely high or low temperatures.
Inserting and Removing a Diskette

CAUTION:
Never remove a diskette while a screen message or the LED
indicates that a disk operation is in progress.

To insert a diskette: Insert the diskette as shown in the illustration below.
If you insert it the wrong way, you will feel some resistance.

Insert

To remove a diskette: Press the eject button.
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Initializing (Formatting) New Diskettes

CAUTION:
Initializing a diskette erases all data on it.

Diskettes must be formatted before they can be used. Some diskettes are
already formatted as IBM compatible when you buy them. However, if you
buy unformatted diskettes, the Whisperwriter can format them to be IBM
compatible. The diskettes you use on a Whisperwriter can also be used on
a personal computer. This Whisperwriter can read and write diskettes
formatted on a personal computer in the DOS 1.44 megabyte (Mb) format
and the DOS 720 kilobyte (kb) format.

When you insert a diskette and try to save a file on it, the Whisperwriter
checks the format of the diskette. An error message tells you what to do if
the diskette matches any of the following conditions:

e The diskette is unformatted (new).

* The diskette is formatted in other than MS-DOS or with capacities other
than 1.44 Mb or 720 kb.

To initialize a diskette:

To initialize a diskette without 1. Start an application by selecting its icon on the Main Menu.
creating a document, see ) . . .
g 2. Insert a diskette into the disk drive.

initialize Disk, page 191.
3. Create your document and press MENU to show the menu bar;
choose Save File from the File menu. This message appears:

Unforrmatted or damaged disk!
Do you want to initialize disk?
All data on disk will be deleted if initialized.

Idze cursor bo select and press RETURDM.
[¥ES]

4. Select YES to initialize or NO to exit and press RETURN. If you select
YES, this dialog box appears:

<< FORMAT TYPE >>

ZHD LS K d 4 E
ZCD DISK 720KB

Use cursor to select and press RETURRM.

5. Select the type of format that matches the diskette and press RETURN
to initialize the diskette. This dialog box appears:

< < INITIALIZE DISK > >
FORMAT TYPE: 1.44MB
INITIALIZED %:

0 50 100

6. If you do not want to initialize the diskette, select NO and press
RETURN. The SAVE FILE dialog box appears and you can efect the

diskette.
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Write—Protecting Your Diskettes

All 3.5 inch diskettes have a switch that protects their contents from
accidental erasure. When the switch is in the READ ONLY position, you
cannot erase old information or store new information on the diskette.
Slide the switch to the READ ONLY position to protect a diskette
containing valuable information. (The switch is in the READ ONLY position
when it leaves a hole in the diskette cover that you can see through.) You
can slide the switch back to the WRITE position when you want to change
files or add new files to it.

If you have a diskette in the READ ONLY position, this dialog box appears:

‘Write protected disk!
Release the protection or insert another disk and retry.

Use cursor to select and press RETURN.

[RETRY] [CANCEL]

Backing Up a Disketlte

The best insurance against losing important data is to make backups
(duplicate copies) of each important file. To learn how to make backups,
see “Making a Backup Copy of a Diskette” on page 187.
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Keyboard

Your keybeard contains both the character keys of a standard typewriter
and special function keys. Many keys also have second or third functions
that can be accessed when the key is pressed in combination with another
key. The plus sign (+) is used with key names to show these key
combinations in instructions. When you see these key combinations, press
and hold down SHIFT or CODE; then press the second key. For example,
SHIFT + A means to press and hold down SHIFT and then press A.

Character Keys and Cursor Keys

The character keys and some
function keys automatically
repeat if you hold the key down.
This is useful when you want to

“« ”

type something like “~—— —— .

Pressing SHIFT when in the
Caps Lock mode alternates
between SHIFT LOCK and Caps
Lock.

The character keys are the keys found on the standard keyboard and the
cursor keys are the keys for moving around in your text.

Cursor keys

Letter keys. Pressing the key alone gives the appropriate lowercase letter.
Pressing the same key while holding SHIFT down gives the appropriate
capital letter (SHIFT + A = “A").

Other character keys. Pressing the key alone gives the character
indicated on the middle of the key (1 = “1”). Pressing the same key while
holding down SHIFT gives the character indicated on the upper-left corner
of the key (SHIFT +1 =*“1").

Special characters. Characters indicated in green on some keys can be
obtained by pressing CODE (for example, CODE + W = “<”).

Shift Lock mode. This mode allows you to type capitals and the special
characters above the number keys without holding down SHIFT. If you press
SHIFT LOCK, the SHIFT indicator is highlighted at the right of your screen.
Now all the characters you type are uppercase or the special characters
above the number keys (A = “A,” 1 = “I"). To release this mode, press SHIFT.

Caps Lock mode. When you want to type only capital letters and numbers
like “ACCT. NO. BC104,” press CODE + CAPS. The SHIFT indicator at the top
of the screen changes to CAPS (highlighted). Caps Lock mode tums on so that
you enter only capital letters. To release this mode, press CODE + CAPS again,

Cursor keys. Pressing T, |, <, and — allows you to move the text cursor
one position in the direction of the arrow on the key.
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Keypad Keys

Function Keys

In Spreadsheet or Calculator applications, these keys can be used like a
calculator keypad when the Numeric Lock mode is active.

Number Lock mode. When you need to type numbers only, press CODE
+ 7 (NUM-L) to lock the keyboard in the number mode. The NUM indicator
at the top of the screen is highlighted.

When the NUM indicator is highlighted, you can type the characters in the
black boxes on the keys. (See illustration above.)

To release the Number Lock mode, press CODE + 7 (NUM-L) again.

In addition to the normal character keys of a standard typewriter, your
keyboard features a number of function keys.

RETURN. This is the “action” key. When selecting from a menu or
answering a question from the Whisperwriter, pressing RETURN allows
you to continue.

CANCEL. This is the “exit” key. When selecting from a menu or answering
a question from the Whisperwriter, pressing CANCEL allows you to return
to the previous step. Each time you find yourself in the middle of an
operation you want to stop, press CANCEL.

MENU. This key allows you to display a menu bar at the top of the screen.
Once the menu bar appears, select the function you want to start.
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CODE. You can use functions labeled in green on the keyboard by
pressing CODE. To start these functions, hold down CODE while pressing
the function key.

Most of the character keys on your keyboard can start a function when
pressed together with CODE. For example, when you press CODE + H

(HELP), the Help function is turned on. HELP is printed in green at the
bottom of the key.

Many functions, however, are not indicated with green letters. For
example, CODE + J turns the Justify function on and off in the Word
Processing application. Pressing CODE + H gives you a list of these short
cut functions and an explanation of function keys.

Most noncharacter keys have two names: the upper name indicates the
function that starts when you press the key alone, and the lower one
indicates the function that starts when you press the key together with
CODE (example: CANCEL and CODE + P DOWN).
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Operation Overview

Main Menu
When you turn on the Whisperwriter model WP-6700C], this Main Menu
appecars:
1
Addressbook Template Typewriter
U "
Calculator File Diisk Auto Lettar esk Top
Managernent Application Layout Reference

When you turn on the Whisperwriter model WP-7700C], this Main Menu
appears:

MNMATN MIEMU)

Word Spreadsheel Addressbook Template Typewriter
Processing

Communi- File Disk Auto Letter Desk Top
cation Management Application Layout Reference

Application description

A short description of the different applications you can start from the Main
Menu follows:

Word i’rocessing. Creates and edits documents, complete with tables and
graphics.

Spreadsheet. Creates and edits numeric tables and makes automatic
calculation.

Addressbook. Creates and edits lists of addresses, phone numbers, etc.
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Starting an application

Template. Accesses sample files for the Word Processing, Spreadsheet,
and Addressbook applications. The Whisperwriter has 198 business letter
templates.

Typewriter. Allows your Whisperwriter to function as an electronic
typewriter.

Calculator (available in all models by pressing CODE + CALC).
Calculates elementary arithmetic.

Communication (WP-7700C]J only). With the optional modem, obtains
access.to commercial data bases and electronic mail services.

File Management. Organizes files on a diskette.

Disk Application. Starts additional programs that come with your
Whisperwriter.

Auto Letter Layout. Automatically selects a format for your business or
personal letters.

Desk Top Reference. Provides information about words (spelling,
hyphenation, synonyms, and jumble) and maintains your user dictionary.

There are two ways to start an application. Use the method you find most
comfortable.

Press the number key on the upper left side of the icon (1 for Word
Processing, 2 for Spreadsheet, etc.).
OR

1. Press the cursor keys (¢, —, T, and 1) to move to the desired
application icon.

2. Press RETURN to start the application. The application menu appears.
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Function Menus

Dual Display

Clip Board

Help Windows

All of the [unctions in the applications are found in menus. Press MENU to
show the menu bar at the top of the screen; then select the desired
function to start it.

Accelerator keys. Each item of the menu has a single underlined
character. You can select items from the menu faster by pressing the
corresponding letter on the keyboard.

Short cut keys. With many functions, you can use short cut keys. For
example, the short cut keys for the Justify function arc CODE + J. The
menu bar does not appear. In this manual, instructions that include a
“short cut” key method are indicated as in the following example:

1. Press MENU to show the menu bar; choose Justify from the Edit
menu (short cut: CODE + J).

While creating or editing a file in Word Processing, Addressbook, or
Spreadsheet, you can open another Word Processing, Addressbook, or
Spreadsheet file and work simultaneously on both files, even if the files do
not belong to the same application.

For example, while working on a Word Processing file, you can open a
Spreadsheet file and start working on it. For more information, see "Open
File for Dual” on page 46.

The clip board allows you to temporarily store a portion of a file and paste
(copy) it to a different location in the same file or in another file. If the
clipped data is inserted into a different application, the data automatically
converts to fit in the target file. For more information, see “Clip Board” on
page 223.

Press CODE + H (HELP) and a HELP dialog box lists short cut keys
available at that time. After getting your information, press CANCEL to
close the HELP dialog box,
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Supplemental Programs

Self-Demo

Tutorial

Graphic Art Print

Frame Print

Conversion

Games

Programs compatible with this system come on diskettes and can be
started by selecting the Disk Application icon on the Main Menu. The
programs on diskette that come with your Whisperwriter are listed below.

This program lists the key features of the Whisperwriter. To start the
Self-Demo, see “Tutorial/Self-Demo” on page 207.

This program teaches you how to use the Word Processing application.

We recommend you look at these programs before you start using the
Word Processing application. See the next page for a sample of a
document created with the tutorial. For best results, refer to this sample
document as you go through the tutorial. To start the tutorial, see
“Tutorial/Self-Demo Application” on page 207.

This program allows you to print 100 black and white graphic art images
and 20 color graphic art images. For more information, see “Using Graphic
Art Print” on page 201.

This program allows you to print various frames. For more information, see
“Using Frame Print” on page 205.

This program allows you to convert documents between different word
processing formats and the Brother format. For more information, see
“Conversion” on page 236.

Six games are available for the Whisperwriter. They are: Cards, Numbers,
Block, Freezer, Black Jack, and Poker. For more information, see the
separate instruction manual for games.
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This page contains a sample document created with the tutorial program.
For best results in creating this sample, refer to this page as you go
through the tutorial.

TN INIEL

Published by The Springtield Homeowners Association

Sprngfield Welcomes Fred & Leslie Tanner

As you may have heard, the
Taylor house at 117 Elm has finally
been sold!

Qur new neighbors, Fred and
Leslie Tanner, said they fell in love
with the Taylor house the moment
they saw it.

Fred is an Executive Vice-
President at Alliance Electronics in
Middletown. Because he played
college basketball, he plans to get
involved with our high school team,
the Springfield Sabers. Better not let
Coach Wilson hear sbout that!

Springfield Taxes Lowest In County
For Third Year In A Row

Leslie, who studied interior
design, hopes to start a small
consulting practice out of her home
and offer her services to local
residents and businesses.

Her first project will be to turn the
family room of her home into a
combination sunroom/office. In
fact, she was already over to Drake's
Lumber Yard to order new windows
and fixtures.

Their two children, Jenny and
Craig, will be attending Springfield
elementary starting this fall,

Every time we step inio a supermarket or department store, it seems

as if the price of everything is always going up.
Fortunately, the same can't be said of our property taxes which 10000
have remained the county's lowest for three years in a row.
Usually, low property taxes are accompanied by reductions in f000

By Amanda Becker

Jenny, who studied ballet and 1ap,
plans 10 try out for the cheetleading
squad. Craig, who won "Best Pre-
Teen Player” at the All County
Tennis Tournament, plans to try out
for the Springfield Elementary tennis
team.

Needless to say, we're sure the
Tanners will be a welcome asset to
our community,

For those of you who haven't met
them yet, be sure to keep Sunday,
May 29th, open for the annual "Say
Hello To Summer” barbecue,

By Don Addison

COMPARATIVE ANALYSIS
TAX AMOUNTS

municipal services like police, fire and garbage disposal. But thanks 8000
to the ingenuity of Mayor Joseph Ash and the city council, our level
of municipal services has actually increased over the last few years. o0

"It's a result of all of us working together to maintain the high 2000
quality of life that Springfield residents have come to expect.

Members of our municipal organizations are all Springfield residents Spnghield
and realize that they are an important part of Springfield's big
picture”, said Mayor Ash, WA

Mayor Ash continued by saying that 2 large part of the thanks also should go to our various committees and councils
for their initiative in creating money-raising events.

One particular case that came to mind was the library committce which raiscd over $25,000 in their annual *Cydic-
Thon™. As most of you probably remember, the "Cycle-Thon" took place last fall and had over 300 participants, each
with their own "Dollar-A-Milc" sponsor. Because all administrative and promotional costs were donated, all the monies
raised were able to go directly to our library.

"Thanks to events like this, we are able to maintain our high level of services without having to increase taxes on our
residents”, concluded Mayor Ash,

Sping Glen  Woodbridge . Defton
TOWNSHP NAME

Getting Started 34



2 Word Processing

Creating a New File

1. From the Main Menu, press 1 or use the cursor keys to select the
Word Processing icon and press RETURN.

Word d- r -
Pr:‘;:essing\ / 31?::: \ I?gg;ess

KNEWTEXT

Word
Processing

If you get a message indicating
you have an unformatted or
damaged disketle, replace the
diskette with another or go fo
page 25 in “Getting Started” for

;”_5:‘:”?"0”5 on how o initialize a 2. Press the cursor keys to select *NEWTEXT and press RETURN. 7he
setie. Input/Edit screen shown on the next page appears.

Editing an Existing File

1. Insert your data diskette into the drive.

Remember that you can press 2. Press 1 or use the cursor keys to select the Word Processing icon and
fng + H to get on—-screen press RETURN.

3. Press the cursor keys to select the file you want to retrieve and press
RETURN. The Input/Edit screen shown on the next page appears.
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Word Processing Input/Edit Screen

1i :|z 3l‘ rll 51 6 7 8 9 10 11 12
? | R
Status Line —|EETE09 00500 (Ten 12 ao1k] |2} 2151 2] GVl 3 alE e TR o feavs]
Scale—[[o. 1. Tt T AT ST & T 7 :
I RN PR PRPEL PP PPN SPPuy FuL PP S P P S P
Horizontal Position
Vertical Position —
Text Area
— Dead Column Dead Column —

Status Line. The status line shows your current settings. The numbered
areas in the screen above are as follows:

2 W N -

10

11

12

Page Number—The page number where the cursor is positioned.
File Name—The name of the file you are using.
Font Name—The font name curtrently in use.

Font Size—The font size (in points) and font mode (double width or
double height).

Font Color—The text color.

Type Styles—The highlighted indicators (framed with a solid line)
show which type style is active. The available type styles, from left to
right, are bold, underline, strike—out, italic, outline, shadow,
superscript, subscript, and shading.

Auribute Color—The attribute color (underline, suike—out, and shading).

Spell Check—Is highlighted (framed with a solid line) when Spell
Check is monitoring your typing.

Auto Return or Justify—Tells you when you are in either the Auto
Return (AUTO) or Justify (JUST) mode.

Insert or Overwrite—Tells you when you are in either Insert (INS) or
Overwrite (OVER) mode.

Numcric Lock—TIs highlighted (framed with a solid line) when the
keyboard is locked in Numeric mode. (The keypad keys will be active.
For more information, see page 28 in “Getting Started.”)

Capital Lock—Is highlighted (framed with a solid line) when the
keyboard is in Capital Letter (CAPS) mode or in Shift (SHIFT) mode.
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You can remove the scale from
your screen to provide more
space for your fext.

For details, see Scale Line
ON/OFF on page 92.

Scale. The scale on the screen of the word processor is the electronic
equivalent of the scale on the top of a typewriter. This scale helps you to
determine the position of characters on a page. The numbers indicate the
position from the left edge of the paper. Other symbols remind you of
format settings: left margin [ [ ], right margin ] ], normal tab[{], center tab
[¥] leader tab [{], and decimal tab [4].

Text Area. Most of the screen is your work area. It only shows a portion
of your document at a time, but you can move the window up, down, left,
and right. The only parts you cannot use are the dead columns (left and
right edges of the screen). The word processor reserves the left edge for
the Format Change symbol [E}, Chart symbol [C], Line Framing symbol [LC],
and the right edge for the symbol that shows the cursor’s position. The
solid box at the right edge of the screen indicates the cursor’s line position.

Other symbols appear in the text to remind you of the format functions
that you used, but the symbols do not print. These symbols can be turned
on or off. For more information, see “Function Mark ON/OFF” on page 92.

A word processing file cannot exceed approximately 70,000 characters

(70 kb). To find out how much spacc you have remaining in the file, press
MENU. A box displaying the remaining memory available for the file
appears. If the file becomes full while typing, you get this Memory Full
crror message: “Memory full! Press any key to continuc.” This mcans that
the internal memory is full, and you need to save this file on a diskette and
open a new file before you can continue writing your document.

Before saving the file on a diskette, press BACKSPACE or DELETE to erase
the last characters typed to make some memory available. You should
repeatedly press BACKSPACE or DELETE until you no longer get the
Memory Full error message. Then you can save the file and open a new
file to continue writing your document.
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Basic Typing

Try creating a shor, simple
document and save it on a
diskette. For information on
saving a file, see “Saving a File”
on page 48.

You may also try to print your
document, For details about
printing, see “Printing a
Document” on page 94.

Word Wrap

Hyphen

After the text is typed and the
document formatted, you can
use the Hyphen Scan function to

automatically insert soft hyphens.

For information, see "Hyphen
Scan” on page 56.

You cannot enter a soft hyphen
at the end of a line of text.

Types of Spaces

Type your text just as you would on a typewriter. The text appears on the
screen instead of being printed on paper.

If you make a mistake, press BACKSPACE or DELETE to erase the mistake.

Word wrap allows you to type sentences in a paragraph continuously
without entering a paragraph break symbol [¢]. When a word is going to
extend beyond the right margin, the word moves to the next line
automatically.

Normal hyphen. Typing a hyphen “=” in a word entered at the right
margin automatically sends the characters after the hyphen to the next line.
If the document is edited and the hyphenated word fits on the ling, the
hyphen does not disappear.

Permanent hyphen. Use permanent hyphens for words that always
require a hyphen (e.g., mother-in-law). Permanent hyphens are entered
by pressing CODE + [-] and display as [:-i]. If 2 permanent hyphen is used
in a word, it is treated as a normal character.

Soft hyphen. If word wrap moves a long word to the next line and you
want to hyphenate that word, insert a soft hyphen by pressing CODE +S.
The soft hyphen displays as a dotted hyphen [*-]. The portion of the word
before the soft hyphen returns to the end of the previous line if it can fit. If
the document is reformatted so that the entire word can fit on the same
line, the soft hyphen disappears. If you think your document may change,
use a soft hyphen.

Soft spaces. Enter soft spaces by pressing the SPACEBAR. Soft spaces
separate words the same as pressing the spacebar on a typewriter. When
your sentence reaches the right margin, the word wrap function moves all
of the words that come after the last soft space to the next line. In Justify
mode, the soft spaces are adjusted to produce an even right margin. (See
“Justify” on page 51.)
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Paragraph Break

Page Break

Permanent spaces. Enter permanent spaces by pressing CODE +
SPACEBAR. They are word separators that link words together. Permanent
spaces protect words from being separated on different lines. A permanent
space displays as the symbol [if] and is considered part of the two words it
links. If two words separated with a permanent space are entered at the
right margin, they automatically move together to the beginning of the next
line.

At the end of each line of text, Word Processing automatically moves the
cursor to the beginning of the next line. This type of return is called a “soft
return.”

To mark the end of a paragraph, press RETURN. The cursor jumps to the
next line. A Return symbol [¢]] appears in your text. This type of return is
called a “hard return.”

The word processor automatically breaks text up into pages according to
your specifications. The position of these automatic page breaks is flexible
and is readjusted for you by the word processor if you modify the text. On
the screen a page break appears as a horizontal line with a page number.

You can also force the word processor to start 2 new page at any point by

pressing CODE + P BREAK. This inserts a Page Break symbol [¥/] in the text
and creates a new page with the cursor positioned at the beginning of the

first linc on the ncw page.

Tab and Paragraph Indent

For information about paragraph
indent, see “Margins & Tabs” on
page 61.

Tab. When you press TAB, the cursor jumps to the next tab and a Tab
symbol [=] appears. There are different types of tabs. For information on
setting tabs and using them, see “Margins & Tabs” on page 61.

Paragraph indent. When you press CODE + TAB the cursor jumps to the
next tab and a Paragraph Indent symbol [—] appcars.

That position becomes a temporary left margin. The cursor automatically
returns to that position and the entire paragraph is indented until you press
RETURN to mark the end of the paragraph.
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Typing Different Characters

For a complete list of symbols,
see “Symbol Table” on page 235.

For a complete list of extra
characters, see ‘Extra Character
Table” on page 235.

Special characters on the keyboard. Most letter keys on your keyboard
are also used in combination with CODE to start functions. A few keys,
however, are available to type special characters. These keys have the
characters printed in green on the key (example: § on the Z key). To type
such a character, press CODE + the character key.

Symbols. Pressing CODE + 4 displays the SYMBOL dialog box:

<< SYMBOL >

H-I-VO*{:.O.DOOAA'V

Press ¢+, -, T, + to select a letler and press AETURMN.

Press the cursor keys to select a symbol and press RETURN to put the
symbol in your text.

Extra characters. Pressing CODE + 5 displays the EXTRA CHARACTER
dialog box:

<4 EXTRA CHARACTEFR »>>

01 2 3 456 7 8 9 =

Press , 4, t, 4 to select a lelter and press RETURN.

Press the cursor keys to select an extra character and press RETURN to put
the character in your text.

Besides the cursor keys, you can use the following keys to move the
cursor quickly through the Symbol and Extra Character dialog boxes:

Key Cursor Movement

CODE + EXPR To the beginning of the displayed line
CODE + RELOC To the end of the displayed line
CODE + PRE S To the beginning of the previous line
CODE + NEXT S To the beginning of the next line

Word Processing 40



Basic Editing

Moving the Cursor

-« ->
EXPR RELOC)

When you spot a mistake in the
line you are typing, move the
cursor back to the mistake,
correct the mistake; then press
CODE + — to return o your
previous typing position.

Besides these methods for
moving the cursor, you can also
use the Search function to locate
a specific word, phrase, or title in
your document. For more
information, see “Search” on
page 52.

To make a revision, you must first know how to move the cursor in the
document.

Moving one position at a time. The cursor keys T, |, «, and — move
the text cursor one position in the direction of the arrow.

Jumping left and right. CODE + < moves the cursor to the left margin,
CODE + — moves the cursor to the end of the line.

Moving one paragraph. SHIFT + < or SHIFT + — moves the cursor to the
next return, page break, or Column End symbol in the direction of the
arrow on the cursor key.

Searching for a Format symbol. SHIFT + T or SHIFT + . moves the
cursor to the left margin displaying the format symbol.

Moving one screen at a time. CODE + T moves the cursor back to the
previous screen, and CODE + | moves the cursor forward to the next
screen.

Moving to a specified page. CODE + G moves the cursor to the beginning
of any page in the document. After pressing these keys, a dialog box

appears:

GO TO PAGE:

Type page number and press RETURN or use arrow kays to
move lo page top, next page top, beginning or end of file.

Type the page number and press RETURN. The cursor moves to that
page.

Instead of typing a page number, you can also press a cursor key.
The dialog box disappears, and the cursor moves as indicated in the
following table:

Cursor Key Cursor Movement
‘CODE+G+ T To the beginning of the current or previous page
CODE +G + 4 To the beginning of the next page
CODE + G + « To the beginning of the document
CODE+G+— To the end of the document
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Search Color Function

CODE + 1 and CODE + | are To use the Search Color function, press CODE + G to open the GO TO
available for the Search Color dialog box; then press CODE + T or CODE + | to search for the color of

function only in the GO TO
mode.

The Search Color function can .
only search for the color of

characters. It cannot search for

the color of attributes.

If you cannot locate a color, the .
machine beeps, and the following
message appears:

“Another color{s} hot found.”

Inserting Text

characters in the document.

CODE + T moves the cursor to the first character of a color block.

If the cursor is located in the middle of a color block, pressing CODE + T
moves the cursor to the first character of the same color block.

Example: The sequence of characters, 1234567890, is
divided into two colors where 1 234 5 arcred and 6 78 9 0 are
blue. If the cursor is located at 9, pressing CODE + T moves the
cursor to 6 (the first character in the blue color block).

If the cursor is located at the first character of a color block, pressing
CODE + T moves the cursor to the first character of a previous color
block.

Example: The sequence of characters, 1234567890, is
divided into two colors where 123 4 5 are red and 6 78 9 0 are
blue. If the cursor is located at 6 (first blue character), pressing
CODE + T moves the cursor to 1 (the first character in the red color
block).

CODE + T searches from the cursor location to the top of the page. If
the cursor is already located at the top of the page, it searches from the
cursor to the top of the previous page.

CODE + | moves the cursor to the first character of the next color block.

Example: If the sequence of characters, 1234567890, is
divided into two colors where 1 23 4 5 arered and 6 7 8 9 0 are
blue and the cursor is located at 1, pressing CODE + | moves the
cursor to 6 (first blue character),

CODE + | searches from the cursor location to the top of the next page.

You can add text in the middle of a document either in Insert or in
Overwrite mode.

Insert mode. The characters you type are inserted at the cursor, and the
rest of the line automatically moves to the right.

Overwrite mode. As you type, your new information replaces the existing
text.

To change between the Insert and Overwrite modes, press CODE + 1. The
indicator on the status line changes accordingly to INS or OVER.
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Deleting Text

Deleting a character. Press BACKSPACE to delete one character to the
left of the cursor. Press DELETE to delete the character at the cursor
position.

Deleting a word. To delete a word, position the cursor on the space
immediately following the word and press WORD OUT.

Deleting a line. To delete a line, position the cursor anywhere after the
last character of the line and press CODE + LINE OUT.

Itis not possible to delete a Deleting a block of text. You can delete any amount of text by using the
Return symbol [l the two Block/Delete function. For more information, see “Delete” on page 70.
paragraphs have different

formats.
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Using the File Functions

B Eit sve

Save File
Open File lor Dual
Elose File

Eile Management

Tips for Using Files

Use the File functions to open, save, close, delete, or rename your files;
initialize disks; and return to the Main Menu.

Open File. Saves the current file to diskette and opens another.
Save File. Saves the current file to diskette without closing it.

Open File for Dual. Opens a second file. Both the first and second
files display on the screen.

Close File. In Single mode, saves the file and returns to the Main Menu.
In Dual mode, saves and closes the current file.

File Management. Opens the File Management screen.

CAUTION:

Do not remove a diskette while Word Processing is saving a
document to the diskette or while Word Processing is reading a
document from a diskette. It could permanently damage the diskette
or cause a loss of data.

You can open two files at the same time, and the files do not need to
belong to the same application. We will call these files the first and the
second file. The first file is opened with Open File; the second file is
opened with Open File for Dual.

When you are working in Dual Display mode, you cannot use Open
File for Dual to open a third file. You must close at least one of the files
before you can use Open File for Dual.

File operations are identical in the Word Processing, Spreadsheet, and
Addressbook applications. While working with one application, you
can use Open File or Open File for Dual to open a file belonging to the
same application or to a different application.

To save the current file, use Save File or Close File.

You can organize your files in File Management mode; however, File
Copy, Disk Copy, and Convert functions are not available. For
information, see “File Management” on page 185.
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Open File

You can remove a diskette and
insert another one when the list
of files displays. The display
automatically updates to display

the directory of the new diskette.

Open File opens a Word Processing, Spreadsheet, or Addressbook file.

1.

3.

4.

Press MENU to show the menu bar; choose Open File from the File
menu. If the current file has not been saved onto the diskette, the
system asks if you want to save it.

Save current file before opening?

Use cursor to select and press RETURRMN.

RI=E] (O] [CANCEL]

. Select YES, NO, or CANCEL. Then press RETURN.

* YES. Displays the Save File dialog box. For information, see “Saving a
File” on page 48.
* NO. Closes the file.

* CANCEL. Cancels the function and returns to the previous display.
After you save and close or just close the file, the list of files
appears:

Ward S d- Addr -
’E]Pl Prfcessing \ l sﬁ._feef \ / IJt:lnokEss

KNEWTEXT LETTERL .WPT LETTER1O.WPT
LETTER11.WPT LETTERZ .WPT LETTER3 .WPT
LETTER4 .WPT LETTERS .WPT LETTERE .WPT
LETTER? .WPT LETTERE .WPT LETTERS .WPT

The list of files can display three indexes: Word Processing,
Spreadsheet, and Addressbook. The list of files for the application
you currently are using displays above the other indexes. The title
of the application you currently are working on is bighlighted
and this message appears:

lSelect mode and press l to select a file. J

To select, press < or — to highlight the desired title; then press 4.
The cursor moves inside the file list and bighlights the file name in the
upper left corner. This file name is either NEWTEXT, NEWDATA, or
NEWBOOK, which allows you to start a new file. This message

appears:

|Select a file and press RETURN. Press CANCEL to select modeJ

Press the cursor keys «, —, T, |, CODE + |, or CODE + { to select the
desired file. Then press RETURN to open the file.

OR
You can press CANCEL to move the cursor back to the title of the list.
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Save File

If you get a message indicating
you have an unfomatted or
damaged disketle, replace the
diskette with another or go to page
25 in ‘Getting Started” for
instructions on how to initialize a
diskette.

Open File for Dual

For copy and paste operations,
see “Clip Board” on page 223.

See “Change Screen” on page 92.

Save File allows you to save the current file without closing it.

1. Press MENU to show the menu bar; choose Save File from the File
menu. The Save File dialog box appears and the file name appears at
the top of the dialog box. For more information, see “Saving a File” on
page 48.

2. Press RETURN. 7he file is saved to diskette.

Open File for Dual opens a second file in addition to the file you currently
are using. In this way, you can easily compare the two files or transfer
parts of one file to the other.

W T IO KOUOKKHXK EEVE
il'"_—_"}O(KXXKXX [Ten]12 a[BLK] iaf aleia) ] [purofover] nim 3fcars]
I I I I D I e e R
{H

First Document
N Teveetorss Beeraferns Bovertersr T, .eeteeen Boveetonns Boeveeforns Toeeetn

Second Document

When a second file is opened, choose Change Screen from the Screen
menu to move between the two files.

1. Press MENU to show the menu bar; choose Open File for Dual from
the File menu. The list of files appears. The list of files can display
three indexes: Word Processing, Spreadsheet, and Addressbook. The
list of files for the application you currently are using displays above
the other indexes. The title of the application you currently are using is
bighlighted and this message appears:

‘Select mode and press { to select a file. J
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2. To select, press « or — to select the desired title; then press |. The
cursor moves inside the file list and bighlights the file name at the
upper left corner. This file name is either NEWTEXT, NEWDATA, or
NEWBOOK, which allows you to start a new file. This message
appears:

|Select a file and press RETURN. Press CANCEL to select mode.

3. Press the cursor keys «—, —, T, |, CODE + ., or CODE + 7 to select the
desired file and press RETURN to open the file.

OR

You can press CANCEL to move the cursor back to the title of the
list.

Close File

Close File allows you to return to the Main Menu after saving the file.

Press MENU to show the menu bar; choose Close File from the File menu.
A dialog box appears:

Save current file before closing?

Use cursor lo select and press RETURMN.

NO| ICANCEL]

* If you select YES, the SAVE FILE dialog box appears:

<< SAVEFILE »»

FILENAME: B .wPT

f Existing File(s) \

LETTERL .WPT LETTERIC.WPT
LETTERZ .WPT LETTER3 .WPT
LETTER4 .WPT LETTERS .WPT
LETTERE .WPT LETTERE? .WPT
LETTERE .WPT LETTERS .WPT

Type filename and press RETURN.
Press t, § to scroll file directory.

Enter the file name and press RETURN. The current file is saved
and the Main Meriu appears.

* If you select NO, the current file is deleted and the Main Menu
appears.

* If you select CANCEL, you return to the current file.
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Saving a File

If you get a message indicating
you have an unformatted or
damaged disk, replace the
diskette with another or go to
page 25 in “Getting Started” for
instructions on how to initialize a
diskette,

File name conventions

When Open File, Close File, or Save File is selected from the File menu,
the Save File dialog box below appears.

If you are not working in the Dual mode and you try to open another file
using Open File, Whisperwriter asks if you want to save your current file.
If you select YES, the SAVE FILE dialog box appears:

<< SAVE FILE »>

FILENAME: I JWPT

p' Ezxisting File(s) "

LETTERL .WPT LETTER10.WPT
LETTER11.WPT LETTERZ .WPT
LETTERZ .WPT LETTER4 .WPT
LETTERS .WPT LETTERE .WPT
LETTERT .WPT LETTERE .WPT

Type filename and press RETURRNM.
Press t, 4 to scroll file directory.

+ If you were working on a new file, the file name is empty and you
must type a file name. (See “File name conventions” below.)

» If your file has already been saved on the diskette, its file name
appears.

You can press RETURN to save the file with changes.
OR

You can also type a new file name to keep both the original and modified
versions in separate files (for example, .WPT).

* The correct file name extension appears in the file name entry field
(WPT for Word Processing, SPR for Spreadsheet, MRG for
Addressbook), and a list of the files from the same application appears.

» A file name consists of up to eight characters; a beep sounds if you try
to enter more. The file name is followed with a period and a three
character extension that is automatically created by the system. You
cannot change the extension.

* The word processor accepts only the following characters in file names:
uppercase and lowercase letters of the English alphabet (A-Z and a-z),
digits (0 to 9), and the hyphen (-). All others are refused and cause the
word processor to beep.

* The word processor does not distinguish between upper- and
lowercase letters. All letters are converted into capitals.
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File Management

= - BT

Rename
Exit

 C - I

Lnitialize Disk
Directory Read
List Print

Press MENU to show the menu bar; choose File Management from the File
menu. Use the File function to delete or rename files.

* File Delete. Erases files from the diskette.
* Rename. Changes the name of a file.
* Exit. Exits from the File Management mode back to your document.

Use the Disk function to delete all files, initialize diskettes, and view
diskette contents.

s Delete All. Deletes all unprotected files on the diskette.

¢ Initialize Disk. Prepares the diskette to accept data such as Word
Processing files, Spreadsheet files, etc.

* Directory Read. Reads the directory of a diskette when this has not
been done automatically.

* List Print. Prints all file names indicated on the screen.

For more information, see “File Management” on page 185.
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Using the Edit Functions

m Style Block Use the Edit functions to make changes in the appearance of your text, to
Centering create headers and footers, or to set up merge codes for automatic
Right Margin Flush generation of letters.
Justify
Search * Centering. Centers text between the margins.
Replace
Header * Right Margin Flush. Aligns text flush with the right margin.
Eoater
|:prhen Scan ¢ Justify. Evenly adjusts the space between words so that the last
Merge Code character of a line is aligned with the right margin.

* Search. Searches for the occurrence of a specified string of characters
in the document.

* Replace. Searches for the occurrence of a specified string of characters
in the document and allows for automatically replacing it with another
string.

¢ Header. Defines a block of text at the top of a page.
* Footer. Defines a block of text at the bottom of a page.

* Hyphen Scan. Scans the text for unhyphenated words that can be
divided.

¢ Merge Code. Inserts merge codes that will be automatically replaced
with data from an Addressbook file during printing.

Centering

The Centering function centers a line of text between the margins. You can
use it to center the text being typed or to center text that has already been

typed.

1. With the cursor on the line to be centered, press MENU to show the
menu bar; choosc Centering from the Edit menu (short cut: CODE + F).
A Centering symbol [|+|] appears. The cursor moves to the center of the
line.

2. Type the text; then press RETURN. The text is centered.
Use one of the following methods to undo centering:

* Delete the Centering symbol [|+]].
* Press CODE + F a second time.
* Press CANCEL.

¢ Select Centering from the Edit menu a second time.
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Right Margin Flush

Justify

Any line that ends in a [1]
symbol cannot be justified.

The Right Margin Flush function aligns text flush with the right margin. You
can use it to align the text being typed or to align text that has already
been typed and formatted.

1. With the cursor on the line to be aligned, press MENU to show the
menu bar; choose Right Margin Flush from the Edit menu (short cut:
CODE + R). A Right Margin Flush symbol (] appears. The cursor
moves to the right margin.

2. Type the text; then press RETURN. 7he text is aligned with the right
margin.

Use one of the following methods to undo the margin formatting:

* Delete the Right Margin Flush symbol <]
* Press CODE + R a second time.

* Press CANCEL.

* Select Right Margin Flush from the menu bar a second time.

The Justify function adjusts the width of the blank spaces between words
so that the last character of each line is exactly on the right margin. You
can use this function to justify the text being typed or to justify text that
has already been formatted.

1. With the cursor on the paragraph to be justified, press MENU to show
the menu bar; choose Justify from the Edit menu (short cut: CODE + J).
The AUTO indicator on the status line changes to JUST.

2. To cancel the Justify mode and resume normal typing or to undo
justified text, proceed as in step 1. The JUST bighlighting changes to
AUTO.

When you switch the Justify mode on (or off), a Format Change symbol
[ E] appears in the dead column at the beginning of the paragraph. The
Justify mode remains on (or off) from that point to the end of the
document or up to the next Format Change symbol.
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Search

Thg Searcb function allows you to scarch for a specified string of characters,
It is used in a very similar way in Spreadsheet and Addressbook.

1. Press MENU to show the menu bar; choose Search from the Edit
menu. 7he SEARCH dialog box appears:

<< SEARCH »>
SEARCH:
L
START POSITION: CURRENT
SEARCH:
WHOLE WORD CGHECK OFF
CASE CHECK OFF

Type SEARCH word(s) and press RETURN. l

2. Type the string to be searched (50 characters maximum).

3. Press T and 4 to move the cursor to the desired setting. Press the
SPACEBAR to select the other settings.

* START POSITION:
CURRENT-—Scans the text from the current cursor position.
BEGINNING OF FILE—Scans the text from the beginning of the file.

¢ SEARCH: WHOLE WORD CHECK

OFF—Stops scanning if the string is found even inside a word.
(For example, “the” will be found in “these”).

ON—Stops scanning only when the string is a word by itself.

* SEARCH: CASE CHECK

OFF-—Turns off the system’s ability to distinguish between
uppercase and lowercase letters. (For example, if the string is
“the,” the system stops at “tHe,” “THE,” etc.)

ON—Stops only at strings in exactly the same case.
4. Press RETURN when you have made your selections. The system

starts searching. If an occurrence of the string is found, it is
highlighted and a dialog box appears:

Nexl search?

Use cursor to select and press RETURN.

[YES] [NQ])

5. Select YES or press TAB to start searching again or select NO to stop.
When the string cannot be found, this message appears:

\Word(s) not found.
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Replace

The Replace function searches for a specified string of characters and
replaces that string with another string.

1. Press MENU to show the menu bar; choose Replace from the Edit
menu. The REPLACE dialog box appears:

<< REPLACE »>

SEARCH:

REPLACE:

START ROSITICN: CURRENT
REPLACEMENT MODE: MANMUIAL
SEARCH:
WHOLE WORD CHECK GFF
CASE CHECK QFF

Type SEARCH 8 REFPLACE word(s) and press RETURN.

2. Press T and { to move the cursor to the desired setting.

3. Type the search and replace strings (50 characters maximum). Press
the SPACEBAR to select the other settings.

* START POSITION:
CURRENT—Scans text from the current cursor position.
BEGINNING OF FILE—Scans text from the beginning of the file.
* REPLACEMENT MODE:

MANUAL—Sets the system to ask you whether or not to replace
each time a string is found.

AUTO—Replaces all occurrences of the string automatically.
* SEARCH: WHOLE WORD CHECK

OFF—Stops scanning if the string is found, even inside a word.
(For example, “the” will be found in “these”).

ON—Stops scanning only when the string is a word by itself.
* SEARCH: CASE CHECK

OFF—Turns off the system’s ability to distinguish between
uppercase and lowercase letters. (For example, if the string is
“the,” the system stops at “tHe,” “THE,” etc.)

ON—Stops only at strings in exactly the same case.
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4. Press RETURN when you finish. The word processor starts searching.

In Auto mode, this message appears after all replacements have been
made:

Completed.

In Manual mode, when an occurrence of the string is found, it
inversely displays, and a dialog box appears:

Replace?
[Use cursor to select and press RETURM.
[MND] [CAMCEL]

5. Select YES to replace that occurrence and start searching again. Select
NO or press TAB to start searching again without replacing or press
CANCEL to stop. When the string cannot be found, this message
appears:

EWOrd(s] not found.

Header/Footer

The Header/Footer functions print a line of text at the top (header) or
bottom (footer) of each page of the document.

1. Press MENU to show the menu bar; choose Header or Footer from
the Edit menu. The HEADER or FOOTER dialog box appears:

Iier]

S B EE R AR o T [

D i bane s anitarns B v e loraedrrectacrsGieactaeseBaaesteraaBiaitaraddddita,

If you print a header or footer in
36 point type, the page margin
cannot be less than 1.25 inches.

To change the header/footer 2. Type header and/or footer text to appear on every page. You can use
margin, go to Page Setup. centering, right margin flush, attributes, font type and size, color,

margin settings, and tabulation without affecting the layout of the
Before printing your document, document. However, text must fit on a single line.
;!l%nfc;?‘z;gcg‘etroosrfézrgﬁg 3. When finished editing, press MENU to show the menu bar; select Exit
Word Processing Print Menu. For from the Edit menu.

| information, see “Printing a
Docyment” on page 94.
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Editing headers and footers
Use the following functions from the Edit menu to make changes in the
appearance of header/footer text:

'—m Style * Centering. Centers text between the margins.
* Right Margin Flush. Aligns text flush with the right margin.

Right Margin Flush
e ader
Eooter

Auto Page Numbering

Exit

* Header. Opens the Header mode during the Footer mode.

* Footer. Opens the Footer mode during the Header mode.

* Auto Page Numbering. Numbers pages in your document
automatically.

To access Auto Page Numbering * Exit. Exits from the Header or Footer mode to the document File

from the Edit menu, you must be menu,

in the HEADER or FOOTER

screen. For information on Centering, Right Margin Flush, and Header/Footer, see
page 50.

Auto Page Numbering
You can automatically number pages in your document.

1. Press MENU to show the menu bar; choose Auto Page Numbering
from the Edit menu. A dialog box appears:

START NUMBERING WITH PAGE NUMBER:

Type number and press RETURN.

2. Type the number of the first page. Press RETURN when finished. 7he
number appears between double quotation marks.

OR

Automatically number pages in your document by including a
number between double quotation marks. For example, if your
header or footer is Page “1,” the first printed page shows Page 1, the
second shows Page 2, and so on. When inserting additional pages,
use Centering or Right Margin Flush and insert them.
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Type Shyle Change
Eont & Size

Color

Margins & Tabs

Hyphen Scan

A hyphen inserted with the
Hyphen Scan function is treated
as a soft hyphen. When
reformatting, if a word containing
a soft hyphen fits within the
margins, the soft hyphen is
deleted.

Use the Style functions to change the appearance of your header or footer
text,

* TIype Style Change. Switches attributes on or off,

* Font & Size. Select font type, size, and mode.

* Color. Selects color of characters and attributes.

* Margins & Tabs. Set left and right margins and tabs,

When the text cannot fit on a single line, a dialog box appears:

Data will be truncatad!
OK to change margins?

Use cursor to select and press RETURN.
[V ES] [NO]

Select YES or NO; then press RETURN.

* YES. Changes the margin and truncates (cuts off) text that exceeds
the right margin.

* NO. Does not change the margin.

Since word wrap automatically transfers a word that cannot fit in the
current line to the next line, excessively long blank spaces may appear in
your document resulting in a poor layout.

The Hyphen Scan function automatically detects such long blank spaces and
gives you a chance to hyphenate long words. It allows you to type your text
without inserting any hyphens manually (except permanent hyphens).

1. Press MENU to show the menu bar; choose Hyphen Scan from the
Edit menu. The HYPHEN SCAN dialog box appears:

<< HYPHEM SCAN >>

HY PHEMATIOMN HOT-ZOGNE: B
[2 (0.2IMCH) ~ 9 (0.9IMCH)]

START POSITION: CURREMT

Type number and press RETURNMN.

2. Press T and | to move the cursor to the desired setting.

3. Type the number for the hot-zone width (2 - 9). Press the
SPACEBAR to select the start position setting.

* HYPHENATION HOT-ZONE:
2 through 9—Defines the width of the hot—zone.

* START POSITION:
CURRENT—Scans text from the current cursor position.
BEGINNING OF FILE—Scans text from the beginning of the file.
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4. Press RETURN when you finish. The word processor starts scanning the
document. If a word leaves a blank space that is wider than the
specified HYPHENATION HOT-ZONE, the HYPHENATION dialog box
appears:

OK to hyphenate?
< HYRHENATICN >

prepara-tory

Use cursor to select and press RETURMN.
Press SPACE to change hyphen position.

INO] ICANCEL]

5. The dialog box shows a possible hyphen position for the long word.
Press «— and — to select the following items; then press RETURN.
(You can also press TAB instead of selecting NO.)

* YES. Hyphenates the word as shown and resumes scanning.
* NO or TAB. Resumes scanning without hyphenating that word.
* CANCEL. Cancels the function and returns to the previous display.

6. To change the hyphen position, press the SPACEBAR while
displaying the HY PHENATION dialog box. The hypben position
changes within the possible byphen position.

Merge Code

Use the Merge Code function to send a similar letter to numerous
addresses with each letter having a different name and address, but the
same contents, This function prints the same letter continuously while
automaticaily inserting changing information such as names and addresses
into the document at the same position,

Using the Merge Code function

1. Create a file containing the data to be inserted in the letters (the
Addressbook file). For information, see “Addressbook” on page 141.
The data to be inserted into a single letter is called a record. A record
is made of different labels that correspond to the different pieces of
information you need to insert in a single letter (Name, Address, etc.).
You must organize your Addressbook file logically. The same label of
each record must contain the same type of information. The
Addressbook application allows you to mark records for merge
printing,

2. Create a Word Processing file containing the text that will be common
to all the letters (the “master document”). Wherever variable
information is to be inserted in that text, insert a “merge symbol”
using the Merge function described in this section.

3. Print the Master Document. The text prints as usual until a merge
symbol is encountered. At that point, the program compares the label
name that you have inserted with the merge symbol and
automatically replaces the merge symbol with the data contained in
the corresponding label of the first marked record.
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When the whole document prints, the word processor checks the
Addressbook file to see if there are more marked records. If there are
no more records, merge printing is completed. Otherwise printing of
the Master Document starts again using the next marked record of
the Addressbock file. The process is repeated until all records of the
Addressbook file have been used.

Inserting merge symbols in your document

You must type the label name
exactly as it appears in your
Addressbook file. You can use
the dual screen function to
display the Addressbook file if
you do not remember the label
names.

1.

2.

Position the cursor in the text at the desired location for the merged
information.

Press MENU to show the menu bar; choose Merge Code from the Edit
menu (short cut: CODE + M). The MERGE CODE dialog box appears:

<< MERGE CODE >»

LABEL NAME:

Type label name and press AETURM.

Type the name of the label (12 characters maximum) corresponding
to the Addressbook information you want inserted at this point. Press
RETURN. The label name is entered as it appears in the Addressbook.
Type LAST NAME, FIRST NAME, or one of the other label names at
the MERGE CODE dialog box. The label name, surrounded with
merge symbols [M], appears in the text.

If necessary, set the font type, size, and color as well as the attributes
for the label name. During merge printing, the merged information
uses those settings.

. After inserting all merge symbols, you can start merge printing. For

information, see “Printing a Document” on page 94.
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Using the Style Functions

ma Block 4

- Twpe Style Change
Font & Size

Color

Margins & Tabs
Line Spacing
Multi-Colurnn
Copy Format
Delate Format
FPage Setup

Margins & Tabs, Line Spacing,
and Multi—-Column are applied
from the paragraph the cursor is
on, up to the end of the
document, or up o the next
Format Change symbol.

Page Setup applies to the entire
document.

Type Style Change

The characteristics that you can
set with the Type Style Change
function are called “attributes.”

Undetline is an exception to the
rule in step 2. Pressing the
SPACEBAR ornice tums
Continuous Undetrline on.
Pressing it again turns Word
Underline on, and pressing it
once more tums underline off.
With Continuous Underline,
everything is underiined. With
Word Underline, spaces between
words are not underlined.

Use the Style functions to change the appearance of your document:

* Type Style Change. Switches attributes on or off.

* Font & Size. Selects font type, size, and mode.

* Color. Selects color of characters and attributes.

* Margins & Tabs. Sets left and right margins and tabs.
¢ Line Spacing. Sets the line spacing.

¢ Multi-Column. Switches the multi -column layout on or off and sets
the column width, number of columns, and column spacing.

* Copy Format. Copies a Format Change symbol for pasting into the
text to change the format from that point.

* Delete Format. Deletes a Format Change symbol.

* Page Setup. Sclects paper size and orientation and sets top and bottom
margins as well as the space for the header and footer.

The Type Style Change function allows you to add style effects to the text
you are going to type. If you want to change the type style of previously
typed text, you must use the Block function on the menu bar. (For more
information, see “Using the Block Functions” on page 69.)

1. Press MENU to show the menu bar; choose Type Style Change from
the Style menu (short cut: CODE + 1). The TYPE STYLE CHANGE

dialog box appears:
<< TYRPE STYLE CHANGE >>
[V [] ocutune
1 sclp [ sHspow
[J unpeRLINE [ surerscrIPT
[ srrRkeour O sumscripT
[ 1maue [ sHspinG
ABC abe 122

Press SPACE to set on and press RETURN.
Press FONT or COLOR to open anpther menu.

2. Press the cursor keys to move the cursor to the desired attribute
setting, and press the SPACEBAR to turn the attribute on or off.
While changing settings, you immediately see the effects of your
settings in the box at the bottom of the window.

3. Press RETURN when finished.
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You can apply more than one attribute at the same time. There are,
however, a few exceptions:

* NORMAL automatically resets all other attributes to off.

* The following attributes cannot be set together; the last setting
overwrites the previous one:

OUTLINE, BOLD, and SHADOW
UNDERLINE and SHADOW
SUPERSCRIPT and SUBSCRIPT

Use the following short cut keys to change atributes without displaying
the TYPE STYLE CHANGE dialog box:

CODE + B turns bold on or off.

CODE + N underlines continuously, underlines each word, or
turns off underline.

If you want to change the font, size, and proportion of the character, press
CODE + 2 to open the FONT & SIZE dialog box from the current TYPE
STYLE CHANGE dialog box. If you want to change the color of the
character, press CODE + 3 to open the COLOR dialog box directly from the
current TYPE STYLE CHANGE dialog box.

Font & Size

To change the font and size of The Font & Size function allows you to select the font, size, and

ﬁ;‘:"";‘e’sg’l t};iefg ;s:’fgnyg: fg:sr proportions of the characters you are going to type.
O

menu bar. For information, see

“Using the Block Functions” on 1. Press MENU to show the menu bar; choose Font & Size from the Style
page 69. menu (short cut: CODE + 2). The FONT & SIZE dialog box appears:

You cannot sefect DOUBLE Model WP-6700CJ

WIDTH or DOUBLE HEIGHT prer I PANEWTEXT (e [12a] BIK LalaiatalBime 35 A adsikl

when the font size is 24 or 36 Tree  size wope: | S¢FONT & SIZE»>

because the resuiting fonts would o P e

H

BROUGHAM 16 POINT DOUBLE HEIGHT 1 ABC abel23
24 POINT
36 POINT

exceed the capability of your
word processor. If you fry to do
$O, the size is reset lo 18 and the res ange rd g ETLURM. Frefs «,5 o rmove tp another sabting.
mode is reset to NORMAL. Pres or © o ope her reny,

To change type style from the PO EI S

FONT & SIZE dialog box, press - - oDE.

CODE + 1to open the TYPE L - ‘

STYLE CHANGE dlialog box. e 10 POINT EEAL——
HELSINKI DOUBLE WIDTH
BROUGHAM 18 POINT DOUBLE HEVWHT

To change Color from the Z:LGW :: :z:::

FONT & SIZE diaiog box, press

CODE + 3 to open the COLOR

dialog box.

ABC abe 123

|Press t, 4 to change seiting and press RETURN.

Press «,- to move ta another setting.
F'ress T STYLE or COLOR o open anolher menu.
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Color

Only the following three aftributes
can be colored: UNDERLINE,
STRIKEOQUT, SHADING.

To change type style from the
COLOR dialog box, press CODE
+ 1to open the TYPE STYLE
CHANGE dialog box.

To change font & size from the
current COLOR dialog box, press
CODE + 2 to open the FONT &
SIZE dialog box.

Margins & Tabs

2. Press ¢« and — to move from one column to the other, Press T and |
to select the desired option in each column. While setting font and
Jont size, you immediately see an example of the effect of your settings
in the box at the bottom of the dialog box.

3. Press RETURN when finished.

Color allows you to select the color of the characters you are going to

type.

1. Press MENU to show the menu bar; choose Color from the Style
menu (short cut: CODE + 3). The COLOR dialog box appears:

CHARACTER:

RED
MAGENTA
YELLOW

Press 1,4 lo change setting and press RETURM®
Press «,— o move to another setting.
FPress T STYLE or FONT to open ancther menu.

<< TOLOR >

ATTRIBUTE:
[BLATEK]
BLLIE
GREEN
Y AN
RED
MAGENTA
YELLOW

2. Press the cursor keys to move the cursor to the desired color setting.
3. Press RETURN.

The Margins & Tabs function allows you to set the left and right margins as

well as

tabs.

1. Position the cursor on the line where the new format is to begin.

2. Press MENU to show the menu bar; choose Margins & Tabs from the
Style menu. This screen appears:

|

€l
DEFAULT §

J1®ights 4 (Tab)

RGN

3 {Canten 4 {Decimal) Jilzaden)

4
0.t TN NN

Harmal Teb

Move arrow and press characler hey lo sel,

R NS e
Center Tab veasrien i Loader Tab

123, 45 (Decimel T}

Press DELETE Ip chear fab.
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3. Move the cursor to the desired position using these keys:

Key Function

— Moves the cursor 1/10 inch to the left.

— Moves the cursor 1/10 inch to the right.

CODE + « Moves the cursor to the left margin or to the left end
if the cursor was on the left margin.

CODE + — Moves the cursor to the right margin or to the right
end if the cursor was on the right margin.

SHIFT + « Moves the cursor 1/100 inch to the left.

SHIFT + — Moves the cursor 1/100 inch to the right.

TAB Moves the cursor to the next tab or to the right

margin if there are no other tabs,

4. To set margins and tabs, use the following keys:
if any of the keys in the adjacent 8 ’ g Keys:
table are pressed to set tabs or

margins at a position where a tab Key Margin/Tab Settings and Symbols

or margin has already been set, L Sets the left margin at the cursor [ [ ].

a[E ] code appears and the text . .

is reformatted. R Sets the right margin at the cursor [ ] ].
Set .

To change the margins of the T ets a normal tab at the cursor [{]

header, footer, or the beginning C Sets a center tab at the cursor [T ].

of the text, choose Page Seiup ;

from the Style menu and press E Sets a leader tab at the cursor [ ].

RETURN without changing the D Sets a decimal tab at the cursor [4].

paper size. M Resets the left and right margins to the default setting.

To reset the other formats, press DELETE Clears the tab at the cursor position.

M to reset to the default setting in
the Margins & Tabs screen. CODE+D Clears all tabs.

A Format Change symbol [E] appears at the beginning of the paragraph
where the new format begins. The text reformals from that point to the
end of the document or to the next Format Change symbol.

5. Press RETURN when finished.

Using tabs to create a table
You can create a table while typing. Pressing TAB moves the cursor to the
next tab to the right and displays a Tab symbol [-]. Now type your text.
The way the text aligns with the tab depends on the type of tab you have

selected.

* Normal tabs. The text you type is left aligned with the tab.

* Decimal tabs. Decimal tabs normally are used to align numbers in a
column so that decimal points are vertically aligned. You can also use a
decimal tab to right align any text with the tab. The number you type is
right aligned with the tab and the number moves to the left as you
type. When you type the decimal point, it appears at the tab position,
and any further digits that you type display to the right.
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* Center tabs. The text you type is automatically centered around the
tab.

* Leader tabs. When you press TAB, the next tab is a leader tab that
provides a string of periods from the point where you pressed TAB up
to the tab. If you type text from that point, it is left aligned with the tab.

You can also insert Tab symbols in the already typed text in order to
rearrange the text into a table. Press CODE + | if you are not in the Insert
mode. Move the cursor just before the text you want to align and press
TAB. The text is aligned according to the tab.

To undo a table format, delete the Tab symbols [-].

Using a tab to create a paragraph indent
Instead of pressing TAB to create a2 new tab, you can press CODE + P IND
to create a paragraph indent. The cursor moves to the next tab, and a
Paragraph Indent symbol &) appears. The tab becomes a temporary left
margin (the text you type wraps to the tab position). When you press
RETURN to mark the end of the paragraph, the cursor returns to the true
left margin. See the example below:

[T I - N - ot Bt B,
L #To craate numberei paragraphs Iype the number, ther press CODE +
PIND. The oursor will return to the tab gosition untii you prass
RETURN to end tha paragraph.«

Using a tab to create a line indent
To indent the first line of a paragraph, press TAB at the beginning of the
paragraph to move the first line to the first tab position.

[ I A D - N R e docte Baaiat, I
+#To create paragraph with an mdentgd first time, press TAR at the

iaegmm 1g of the paragraph#
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Line Spacing

The Line Spacing function allows you to set the vertical spacing between
the lines of type.
. Position the cursor on the line where the new format is to begin.

. Press MENU to show the menu bar; choose Line Spacing from the
Style menu. The LINE SPACING dialog box appears:

o

<< LINE SPACIMNG »>

LINE SPACING:

Press SPACE lo change selling and press RETURN.

® LINE SPACING:

AUTO1—Sets the line spacing to a standard value according to
the size of the tallest character on the line.

AUTO2—Sets the line spacing to a standard value according to
the tallest character in a line, plus 1/12 inch.

AUTO3—Sets the line spacing to a standard value according to
the tallest character in a line, plus 1/6 inch.

AUTO1 AUTOZ AUTOZ
12 points ha Ba Aa
Ra Aa
Aa

Aa
Ra

36 points Aa Aa Aa
ia Aa Aa

a
Aa Aa

3. Choose a setting and press RETURN. A Format Change symbol [E}
appears at the beginning of the paragraph. The text reformats from
that point to the end of the document or up to the next Format Change

symbol.
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Multi—-Column

The margins set for your
document must be small enough
le accommodate all of the
columns and the assigned space
between the columns. If the
margins are not small enough,
the prompt “Incorrect setting!”
appears.

If you set tabs before tuming on
the Multi—-Column mode, only
those tabs that are within the
width of the first column are used
and are applied to the next
colurmns.,

The Multi-Column function prints your document in newspaper fashion
with up to four columns of equal width across the page.

1.

After your text is typed, position the cursor at the beginning of the
text to be set to multi—column.

Press MENU to show the menu bar; choose Multi-Column from the
Style menu. The MULTI-COLUMN dialog box appears:

<< MULTI-COLUMMN 3>

MULT{-COLUMMN:

Press SPACE to change setting and press RETURMN.

Press the SPACEBAR to change the setting. Press RETURN when
finished.

* MULTI-COLUMN:
OFF—Creates a single column.

ON—Creates up to four columns. If ON is selected, the
MULTI-COLUMN dialog box changes as follows:

<< MULTECOLUMN =2

MULTI-CCLURMMN:
NUMBER OF COLUMNS [2~4]: 2
SPACE BET. COLLUMMNS: 5

[1 (0.1INCH) ~ 9 (0.9INCH]]

Press SPACE to change selling and press RETURN.

. Press T and { to move the cursor to the desired setting. Type in the

required numbers. Press RETURN when finished.
* NUMBER OF COLUMNS: Sets the number of desired columns.
* SPACE BET. COLUMNS: Sets the space between columns.

. Press RETURN. A Format Change symbol [E] appears at the beginning

of the paragraph. The text reformats from that point to the end of the
document or up to the next Format Change symbol.

Typing text in multi-column pages
1. Set up the multi-column function as described on the previous page.

2. Type your text for the first column. Wher the cursor reaches the end

We recommend that you first
type your text using standard
margins and format into
multi-columns for editing and
printing. Typing in the
Multi-Column mode requires
your word processor to perform
extensive reformatting with each
fine you type.

of the first column (bottom of the page), it automatically jumps to the

top of the second column. When the cursor reaches the end of the last

column, it jumps to the top of the first column on the next page.

* To jump to the next page before reaching the end of the current
page, insert a Page Break symbol ] by pressing CODE + P BREAK.

* To jump to the next column before reaching the end of the current
one, insert a Column End symbol [L] by pressing CODE + COL END.
If columns of the current page end with a Column End symbol, the
cursor moves to the area beneath the columns so that you can
continue typing on the current page.
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* If you delete a block that contains the Format Change symbol [E]
for the Multi-Column mode, this mode is canceled, but the
Column End symbols remain in the text.

* If you want to move the cursor to the next column, press CODE +
EXPR or CODE + RELOC. The cursor moves to the left column by
pressing CODE + EXPR when the cursor is on the left margin. The
cursor moves to the right column by pressing CODE + RELOC
when the cursor is at the end of the current line.

Copy Format

The Copy Format function allows you to copy formats tagged with the
Format Change symbol [F] to a new location in your document.

1. Move the cursor to the line that has the Format Change symbol you
want to copy.

2. Press MENU to show the menu bar; choose Copy Format from the
Style menu. The arrow cursor appears at the right of the Format
Change symbol and this message appears:

Copy?

Use cursor o seleck and press RETURN.

[YEE] [NeD]

3. Select YES to copy or NO to cancel the function. If you select YES,
this message appears:

’Move cursor to destination of copying and press RETURN.

4. Move the cursor to the destination and press RETURN.

Delete Format

If you select this function when The Delete Format function removes formats tagged with the Format

the Format Change symbol is at —
the very beginning of the file, the Change symbol [F].

ition of the feft and right .
ﬁ;s:;m: Setijo,f,gﬁcaﬁy and 1. Move the cursor to the line that has the Format Change symbol you

all tabs are cleared. want to delete.
2. Press MENU to show the menu bar; choose Delete Format from the
Style menu. The arrow cursor appears at the right of the Format
Change symhol and this message appears:

Delete?

Use cursar to select and press RETURN.

[T EE] [NO]

3. Select YES to delete or NO to cancel the function.
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Page Setup

The Page Setup function allows you to select the page size and to set top
and bottom margins.

1. Press MENU to show the menu bar; choose Page Setup from the Style
menu. The PAGE SETUP dialog box appears:

<< PAGE SETUR >

PAPER SIZE & QRIENTATION: 4.50

LETYER LANDSCARPE 1,00

Ad PORTRAIT
A4 LANDSCAPE
A5 PORTRAIT

OTHER 1.00

9.00]11.00

Press t,  to change setling and press RETURN.

Press +, -+ to move o anolher selling.

2. Press T and | to select the paper size and orientation. This
determines the width and length of the paper.

3. Press — to move the cursor to the entry fields and T or  to move to
each setting; then type the desired values in inches. The text area is
set automatically.

4. Press RETURN to return to the Input/Edit screen and confirm your
settings.
e If the paper size is set to LETTER PORTRAIT, LETTER
LANDSCAPE, A4 PORTRAIT, A4 LANDSCAPE, or A5 PORTRAIT

and the margin at the top of the text or header/footer is not a
default, this message appears:

OK to set margin size automalically?

Use cursor to select and press RETURMN.

[V ES] [NO]

YES. Automatically changes the margin settings and returns to
the Input/Edit screen.
NO. Returns to the Input/Edit screen without changing margin
settings.

» If the paper size is set to either LETTER LANDSCAPE or A4

LANDSCAPE and NO is selected or OTHER is selected and the
width is set to more than 9.10 inches, this message appears:

Check margin settings!?
Left margin must be more than XX. XX inch.
Right margin must be less than XX. XX inch.
Prass any key to continue.

Check the margin settings. If the margins are not set within the
range indicated in the message above, the text does not print.
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¢ If the text entered in the header or footer exceeds the range of the

margin due to the automatic margin change, the extra text is
deleted from the right end. Then, when the HEADER or FOOTER

edit screen displays, the prompt “Data bas been truncated.”
appears.
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Using the Block Functions

§lylem Graphics
Copy
Delele

Copy to Clip Board
Paste irom Clip Beard
Type Style Change
Type Slyle Add

Font & Size

Color

Move

If graphics are marked, format
change or line framing are
included in the marked block and
that information moves together
with the text.

Use the Block functions to change the location or appearance of a block of
text:

* Move. Moves a block of text to another location.

* Copy. Copies a block of text to another location. (The original location
is left unchanged.)

* Delete. Erases a block of text.
* Copy to Clip Board. Copies a block of text to the clip board.

* Paste from Clip Board. Pastes the contents of the clip board into a
document.

* Type Style Change. Changes the attributes of a block of text.
* Type Style Add. Adds the attributes of a block of text.
* Font & Size. Changes the font, size, and proportions of a block of text.

¢ Color. Changes the color of a block of text.

The Move function allows you to remove a block of text from its original
focation and insert it at another place in the document.

1. Move the cursor to the beginning (or the end) of the block you want
to move. Press MENU to show the menu bar; choose Move from the
Block menu (short cut: CODE + E). This message appears:

Move cursor to end of block to be moved and press RETURN.

To jump to paragraph end, press SHIFT + &, SHIFT + —.

2. Move the cursor to the end (or the beginning) of the block. If you
want to select paragraphs of text, press SHIFT + ¢ or SHIFT + —.
The cursor moves to the next return, page break, or Column End
symbol in the direction of the cursor key. As the cursor moves, the
selected text is bighlighted.

3. Press RETURN when the desired block is marked. This message
appears:

Move cursor to destination for blocked text and press RETURN.

4. Move the cursor to the destination for the block and press RETURN.
The block is removed from its original location and placed at the new
location.
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Copy

If graphics are marked, format
change or line framing are
included in the marked block and
that information is copied
together with the text,

Delete

if graphics, format change, or
line framing are included in the
marked block, that information is
deleted fogether with the text.

The Copy function allows you to copy a block of text to another location
without removing the original text.

1. Move the cursor to the beginning (or the end) of the block you want
to copy. Press MENU to show the menu bar; choose Copy from the
Block menu (short cut: CODE + C). This message appears:

Move curser to end of block to be copied and press RETURN.
To jump to paragraph end, press SHIFT + ¢, SHIFT + —s.

2. Move the cursor to the end (or the beginning) of the block. If you
want to select paragraphs of text, press SHIFT + < or SHIFT + —.
The cursor moves to the next return, page break, or Column End
symbol in the direction of the cursor key. As the cursor moves, the
selected text inversely displays.

3. Press RETURN when the block is marked. This message appears:

Move cursor to destination for blocked text and press RETURN.

4. Move the cursor to the destination for the block and press RETURN.
The block is copied to the new location.

The Delete function removes a block of text.

1. Move the cursor to the beginning (or the end) of the block you want
to delete.

2. Press MENU to show the menu bar; choose Delete from the Block
menu (short cut: CODE + D). This message appears:

Move cursor to end of block to be deleted and press RETURN.
To jump to paragraph end, press SHIFT + ¢, SHIFT + —.

3. Move the cursor to the end (or the beginning) of the block. (If you
want to select paragraphs of text, press SHIFT + < or SHIFT + —.)
The cursor moves to the next return, page break, or Column End
symbol in the divection of the cursor key. As the cursor moves, the
selected text inversely displays.

4. Press RETURN when the block is marked. The system confirms with:

Delate?

Use cursor to select and press RETURN.
[NO]

5. Select YES to delete the block or NO to cancel the function. Press
RETURN.

Word Processing 70




Copy to/Paste from Clip Board

These functions are described in “Clip Board” on page 223.

Type Style Change/Type Style Add/Font & Size/Color

Type Style Change, Font & Size, and Color work the same way as in the
Style menu. Type Style Add works the same as Type Style Change.
However, using this function is the easiest way to add attributes to a block
of text, because the current attributes of the specified block of text are
already chosen when you open the TYPE STYLE dialog box from the Type
Style Add function.

1. Press MENU to show the menu bar; choose Type Style Change, Type
Style Add, Font & Size, or Color from thc Block menu.

2. Select the text by moving the cursor to the end of the block where
you want to add or change attributes. Press RETURN.

3. Press the cursor keys to move the cursor to the desired setting, press
SPACEBAR to set, and then press RETURN. The format change is
applied to the selected block.

The differences between these functions and those in the Style menu are:

* You cannot use CODE + FONT, CODE + T STYLE, or CODE + COLOR
to start these functions in the Block menu. Pressing CODE + FONT
when the TYPE STYLE CHANGE, TYPE STYLE ADD, or COLOR dialog
boxes appear, switches you to the FONT & SIZE dialog box. Pressing
CODE + T STYLE switches you to the TYPE STYLE ADD dialog box
and CODE + COLOR switches you to the COLOR dialog box.

» The format change is applied to the selected block only.

e You can select the AS IS setting for each item in the FONT & SIZE and
COLOR dialog boxes to keep the setting as it is.
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Using the Graphics Functions

Block | Opton

Creste New Chart|
Edit Chart

Line Framing
Copy Graphic
Delete Graphic

Create New Chart

If you try to insert a chart inside a
Multi—column format or where a
{T ] code or an [ ] code already
exists, this message appears:

“Cannot insert at this position!
Multicotumn, chart, line framing
orimage data area. Press any
key to continue.”

Use the Graphics functions to create and edit charts and frames.

® Create New Chart. Creates a chart.

* Edit Chart. Edits an existing chart.

* Line Framing. Creates and edits a graphic frame.

* Copy Graphic. Copies a chart or frame.

* Delete Graphic. Deletes a chart or frame.

The Create New Chart function allows you to create a new chart and insert
it in the document. Five types of charts are available: bar, line, pie, stacked
bar, and 100% stacked bar charts.

1. Move the cursor to a line below where you want to insert a chart.

2. Press MENU to show the menu bar; choose Create New Chart from
the Graphics menu. The CHART FORMAT dialog box appears:

TYPE: M

<< CHART FORMAT »>

BAR

POSITION: [ CENTER RIGHT

FRAME: [ THIN THICK
SIZE: [ZOEETTHCH] 4.0 % 6.0INCH
LIMK LINE: (a]?]

3. PressT and L to move from one item to the next. Press ¢~ and — to
select the desired option in each column.

TYPE: Choose BAR, LINE, PIE, STACKED BAR, or 100% STACKED
BAR to create the kind of chart you want. An icon shows an
example of each type of chart.

POSITION: Choose LEFT, CENTER, or RIGHT to align the chart
with the left margin, to the center between margins, or with the
right margin.

FRAME: Choose OFF, THIN, or THICK to create no frame, a thin
frame, or a thick frame for your chart.

SIZE: Choose 2.0 X 3.0 inch or 4.0 X 6.0 inch to select one of two
sizes for your charts.

LINK LINE: Choose OFF or ON to show increases and decreases
of each item in a Stacked Bar or 100% Stacked Bar chart by adding
lines from the boundaries of items in one stack to equivalent ones
in the next stack. (Link Line can be selected only when Stacked
Bar chart or 100% Stacked Bar chart is selected.)

4. Press RETURN when you finish.
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Creating a Bar, Line, Stacked Bar, or 100% Stacked Bar chart

See page 75 for Pie chart
instructions.

See “Chart examples” on page
74 for sample bar and line chatts.

if you need to delete while
entering data, see “Deleting data”
on page 76.

If you select Bar, Line, Stacked Bar, or 100% Stacked Bar, this CHART
TITLE dialog box appears:

<< CHART TITLE »>»

TITLE:
X-AXIS TITLE:

¥Y-AXIS TITLE:

Type title and press RETURM.

* TITLE: The title of the chart (example: Employees). The maximum
length is 30 characters.

* X-AXIS TITLE: The title you want on the x—axis (horizontal axis).
The maximum length is 20 characters (example: Age).

* Y-AXIS TITLE: The title you want on the y-axis (vertical axis).
The maximum length is 20 characters.

1. Type the title for your bar or line chart and titles for the X/Y axis and
press RETURN. This CHART DATA dialog box appears:

<< CHART DAT A > >
X-A XIS

Type data and press CODE + RETURMN.

* LEGEND. The label you want for each row of data (example:
female, male). You can enter a2 maximum of five labels.

* X-AXIS. The information you want to appear on the x-axis, which
displays under each bar or line {(example: under 30, 30-50, 50+).
You can enter a maximum of 12 items. After entering each item,
press TAB to enter another item.

» Inside the grid (under LEGEND and X-AXIS)—The numeric
data, which displays as bars of relative heights. You can enter a
maximum of 12 sets (columns) of five different values. Each value
can contain up to 15 digits, a decimal point, and a minus sign.

2. After entering your information in the CHART TITLE and CHART

DATA dialog boxes, press CODE + RETURN. This dialog box appears

displaying the chart you created with the information you enlered:

Employzes

undsr 30 30 -50 Fo4

Wiremale ek

Use cursor to select and press RETURN.
IS [FRE-BTEPI
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The sample bar chart contains
three “clusters” of two bars, one
cluster for each age bracket.

With a stacked bar and 100%
stacked bar charl, the two bars of
sach cluster are stacked one
above the othet.

3. Select an option and press RETURN.

* INSERT IN TEXT. Inserts the chart into your document. A chart
symbol {C] appears in the dead column. The tde of the chart and
an icon showing the type of chart appear in your document. When
you print, the complete chart prints.

* PRE-STEP. Returns to the CHART DATA dialog box.

* CANCEL. Cancels the function. This dialog box appears:

QK to delete all CHART DATA?

Use cursor to select and press RETURNMNL

[ ES] NG

4, If you select YES, the Create New Chart function is canceled and your
data is lost. If you select NO, you return to the CHART FORMAT
dialog box,

Chart examples: The sample charts below and on the next page show
the relative proportion of employees of a company in three age
brackets (under 30, 30-50, and 50+) and separately display the numbers
of female and male employees. Use the first row of the grid to show the
number of female employees (example: 32, 25, 30) and the second row
to show the number of male employees (example: 30, 28, 28).

Bar Stacked Bar

Employees Ernployees

8
under 30 30-50 5o+ urder 30 3050 S0+

It
Wsmale Edmale o Wk Bl

100% Stacked Bar Line

Employees Ermployees
.
al™ """Mﬁ

20

107

undar 30 80-59 504 undar 30 050 5
fae e
Wiemals Emale —famak = =fmdlg
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Creating a Pie chart
If you select Pie, this CHART TITLE dialog box appears:

<< CHART TITLE >>

Type title and press RETURM.

* TITLE: The title of the pie chart (example: Employees). The
maximum length is 30 characters. '

1. Type the title for your pie chart and press RETURN. This CHART
DATA dialog box appears:

<< CHART DATA »>
LABEL [ ] ‘

| Type data and press CODE + RETURN.

If );qu ne;dtto de!ef% m;hilg ot * LABEL. The data you want in each portion of the pie (example: under
;’; :g;g 72 2, see ‘Deleting aala 30, 30-50, 50+). You can enter a maximum of 12 labels.

* DATA. The numeric data, which displays as relative percentages.

If you use the same example as the bar charts on the previous pages,
you cannot separately show the number of female and male employees.
Enter the sum of these numbers for each age bracket (62, 53, and 58).

2. After entering your information in the CHART TITLE and CHART
DATA dialog boxes, press CODE + RETURN. The dialog box below
appears displaying the chart you created with the information you
entered:

Employees

[ 35.2%) undar 30
{ 30.5%) 2050
8 ( 36.5%) 50+

| Use cursor to select and press AETURN.

(REEAMIYNAN (FRE-STEP]

3. Press « and — to select an option and press RETURN.

* INSERT IN TEXT. Inserts the chart into your document. A chart
symbol [C] appears in the dead column. The title of the chart and
an icon showing the type of chart appear in your document. When
you print, the complete chart prints,

* PRE-STEP. Returns to the CHART DATA dialog box.
* CANCEL. Cancels the function. This dialog box appears:

O K to delete all CHART DATA?
Use cursor to select and press RETURN.
(Y ES] (NO]
4, If you select YES, the Create New Chart function cancels and your data is
lost. If you select NO, you retumn to the CHART FORMAT dialog box.
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Deleting data
Press CODE + D while entering data to delete only the input data. A dialog
box appears:

OK to delete all input data?
Use cursor to select and press RETURRM.
== [NQ]

If you select YES, everything within the chart (the legend, x—axis item, and
all numeric data) is deleted, but the CHART DATA dialog box remains on
the screen. Select NO to return to the dialog box without deleting.

Final points
* The numeric data can consist of a maximum of 15 digits (maximum five
digits after the decimal point).

¢ Numeric values greater than 10,000 or smaller than 1 are shortened
using these symbols:

You can go fo the previous or 10,000 10K (thousand)

next screen by pressing CODE + 13

PRE S or CODE + NEXT S. 10,000,000 10M (million)
0.01 10m (milli)

0.00001 10p (micron)

* Negative values are set as zero.

Edit Chart

The Edit Chart function allows you to change an existing chart.

1. Move the cursor to the line with a chart (symbol ) you want to edit.

2. Press MENU to show the menu bar; choose Edit Chart from the
Graphics menu. The arrow cursor appears next to the [C] symbol and
a dialog box appears:

Edit this CHART?

Aqe

|y Eremala

Use cursor to select and press RETURNL
NG

3. Select YES to edit the chart or NO to cancel the function. If you select
YES, the CHART FORMAT dialog box appears. Proceed as you would
when creating a new chart.
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Line Framing

The Line Framing function allows you to create lines and frames within
your document.

1. Press MENU to show the menu bar; choose Line Framing from the
Graphics menu. A dialog box appears:

<< FRAMING 2> Move cursor lo start posilion and press RETURN. LINE: THIN I
. Press SPACE to switoh THINITHICK.

1 N I D I e O e : :

I E [ g Gt 70000 .

2. The cursor is replaced with the cursor symbol {<]. To draw a line,
move the arrow to the start position for the line and press RETURN.
The previous message is replaced with:

Move cursor to end positicn.

Press RETURN to draw, DELETE to delete.

3. Press the cursor keys or TAB to move the cursor symbol [<] to the
end position for the line and press RETURN. (You can also press
DELETE to delete the line.)

Key Cursor movement

T 5/60 inch

{

— 10/10Q inch

-

SHIFT + T 1/60 inch

SHIFT + .

SHIFT + « 2/100 inch

SHIFT + —

CODE + T Moves the cursor to the next frame line, left margin, or right
CODE + | margin

CODE + «

CODE + —

TAB Moves to the next tab, right margin, right edge, or in

multi-columns, next column

¢ After the start position is set and the cursor is moved, a [+] sign
appears at that position.

* Move the cursor horizontally for a horizontal line, vertically for a
vertical line, or horizontally then vertically to draw a box whose
diagonal is defined by the start and end points.

* If you press | . ] while moving the cursor horizontally or vertically
in the mode to set the end point, a [+] sign appears at the position.
When you set the end position, press RETURN and you can draw
any complex frame.
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* You can set frame line thickness by pressing the SPACEBAR to
alternate between THIN or THICK.

4. Repeat steps 2 and 3 to draw all the lines.

* To change the thickness of an existing line, redraw it with the new
thickness.

* A frame cannot contain more than 23 rows or 30 columns. The
sample table below has four columns and three rows:

If you try to exceed the limit, this dialog box appears:

ﬁ Crossead positions fulll ﬂ
Press any key to continuea.

5. When the frame is complete, press MENU to show the menu bar;
choose Exit from the Operate menu to return to the Input/Edit
screen. A Frame symbol [L] appears in the dead column. This symbol
contains the format information as well as the frame information. If
there already is a Format Change symbol where the Frame symbol is
to appear, the Frame symbol replaces the Format Change symbol.
The Frame symbol displays at the beginning of the paragraph the
cursor was on when you started the Line Framing function.

Editing a frame

i m Use the Operate functions to color and edit frames.

* Color. Selects the color of frames.

EnlargeiReduce
Delete All

= » Enlarge/Reduce. Enlarges or reduces frames.
I

¢ Delete All. Deletes all the lines in a frame.
s Exit. Finishes the Line Framing mode.

To edit an existing frame, position the cursor anywhere within the frame
text area. Select the Line Framing function and continue as you would in
creating a new frame.

If you position the cursor outside the frame area and start the Line Framing
function, the word processor assumcs that you want to create a new frame.
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You cannot combine several

colors in the Line Framing mode.

if the frame exists in the file
before you set the color of the
frame, its color changes to the
new color,

The default color is black.

To select the color of frames:

1. Press MENU to show the menu bar; choose Color from the Operate
menu (short cut: CODE + 3). The COLOR dialog box appears:

<< COLOR »=>

BLUE
GREEN
CYAN
RED
MAGENTA
YELLOW

Prass 1,4 lo change selling and press RETURN.

2. Press the cursor keys to move the cursor to the desired setting.
3. Press RETURN.,

To enlarge or reduce a frame:

1. Move the cursor to the area you want to enlarge or reduce.

2. Press MENU to show the menu bar; choose Enlarge/Reduce from the
Operate menu. This message appears:

<<ENLARGE/REDUCE>>
Press cursor to ENLARGE/REDUCE and press RETIURN.

Key Cursor movement

« Reduces the frame to 1/10 inch to the left.
- Enlarges the frame 1/10 inch to the right.

T Reduces the frame 1/12 inch at the top.

d Enlarges the frame 1/12 inch at the bottom.

SHIFT + « Reduces the frame 1/50 inch to the left.
SHIFT + — Enlarges the frame 1/50 inch to the right.

SHIFT + T Reduces the frame 1/60 inch at the top.
SHIFT + 1 Enlarges the frame 1/60 inch at the bottom.
3. Press RETURN when you finish.

To delete all the lines of a frame:

1. Press MENU to show the menu bar; choose Delete All from the
Operate menu (short cut: CODE + D). A dialog box appears:

Deleta?

Use cursor to select and press RETURN.
NO]

Select YES to delete all of the frame data or NO to cancel the function.

To exit the Line Framing mode:

Press MENU to show the menu bar; choose Exit from the Operate menu

(short cut: CANCEL).
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Copy Graphic

The Copy Graphic function allows you to copy a chart or frame to another
location in the document or to another document.

1. Move the cursor to the line with a Chart symbol [€]} or Frame symbol
[L] to be copied.
2. Press MENU to show the menu bar; choose Copy Graphic from the

Graphics menu. The arrow cursor appears next to the [C] or [L ]
symbol and this message appears:

Copy?

Use cursor to select and press RETURN.
[NO}

3. Select YES to copy or NO to cancel the function. If YES is selected, this
message appears:

Move cursor to destination of copying and press RETURN. J

4. Move the cursor to the destination and press RETURN.

Delete Graphic

The Delete Graphic function deletes a chart or frame,

1. Move the cursor to the line with a Chart symbol [€] or Frame symbol
[L] to be deleted.

2. Press MENU to show the menu bar; choose Delete Graphic from the
Graphics menu. The arrow cursor appears next to the {Cj or [L]
symbol and this message appears:

Delete? I

Use cursor to select and press RETURN.

[YES [NOY]

3. Select YES to delete the chart or line or NO to cancel the function.

If you select Delete Graphic or Copy Graphic functions when the cursor is
not located on the line with a Chart symbol [C] or Frame symbol [L), this
message appears:

Press any key to continue.

[ Format mark does not axist at this positiont ]
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Using the Option Functions

m Screen Print
.

Abkrevizted Fhrase Mantarance
Spelt Check All

Check during Typing ONIOFF
User Dictionary Maintenance
Auto Lelter Layout

Type Thesaurus

Edit Thesaurus

Use the Option functions to check spelling, maintain a user dictionary or
abbreviated phrase file, or to format a letter with an automatic layout.

* Abbreviated Phrase Maintenance. Edits, loads, and saves an
Abbreviated Phrase file.

* Spell Check All. Checks spelling in a file.
¢ Check during Typing ON/OFF. Checks spelling while typing.

* User Dictionary Maintenance. Edits, loads, and saves a User
Dictionary file.

* Auto Letter Layout. Pre~defines formats for your letters.

* Type Thesaurus. Lists synonyms (another word with the same
meaning) for a word.

* Edit Thesaurus. Lists synonyms for the word at the cursor in 2 file.

Abbreviated Phrase Maintenance

This function allows you to create, edit, print, load, and save an
abbreviated phrase file that is your list of short, often used phrases.

The abbreviated phrase function helps you increase your typing speed

when you have to type the same phrases repeatedly. You can store the
phrases in the abbreviated phrase memory, along with a short name for
the phrase.

For instance, you can store the phrase “United States of America” together
with the name “USA.” Once this has been done, all you have to do to enter
“United States of America” in your document is type “USA” and press
CODE + A. “USA” automatically is replaced with “United States of America.”
(If you type a name that does not exist in the abbreviated phrase memory
and press CODE + A, you hear a beep.)

The abbreviated phrase memory can be saved on diskette and, then
retrieved from the diskette. You can create as many abbreviated phrase
files as you want, but you may have only one abbreviated phrase file on a
diskette.

Understanding the abbreviated phrase memory

The abbreviated phrase memory is stored in the system for as long as the
word processor is turned on. If you create phrases and would like to use
these phrases in other files you plan to create later, you need to save the
phrase memory onto a diskette.
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To use the phrases that are stored on a diskette, you must load the file into
the memory of the system. For best results, follow these rules:

* Each diskette can hold only one abbreviated phrase file. If you
save an abbreviated phrase memory onto a diskette that already
contains an abbreviated phrase file, then that file will be overwritten
by the new abbreviated phrase file,

* The memory of the machine can hold only one abbreviated phrase
memory at a time. If you create an abbreviated phrase memory and
then load an abbreviated phrase file from a diskette, the abbreviated
phrase memory in the system will be overwritten by the file loaded
from the diskette.

Creating and editing an abbreviated phrase file

Press MENU to show the menu bar; choose Abbreviated Phrase
Maintenance from the Option menu. The ABBREVIATED PHRASE dialog
box appears:

<< ABBREVIATED PHRASE >> Mﬂﬁ

ts i Tom Smith
tw 3 typawritar

To add, type phrasa. To edit, press AETURMN. For olher aplions, press MENU.

A list of the abbreviations and corresponding long pbrases contained in the
current abbreviated phrase memory displays.

To add a new phrase. Type the abbreviation, press TAB to switch to the
long phrase area; then type the phrase and press RETURN.

OR

To edit a line. Select the line and press RETURN. The information appears
in the input area. Edit the information; then press RETURN again.

» Use only letters, extra characters, numbers, and periods for the

abbreviation.

For other operations. Press MENU. You can select the following

Y functions from the Operate menu:
IDe

Briv

Load ¢ Delete. Deletes an entry (short cut: CODE + D). This message appears:

Bawve

Exit ’Move cursor to delete and press RETURN. J

Select the entry you want to delete and press RETURN.
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* Delete All. Deletes all entries. 7his dialog box appears:

OK to delate all phrvases in abbreviated phrase memoaory?

Use cursor to select and press RETURN.

[YEZS) {NO§

Select YES to delete all words or NO to cancel the function.

* Print. Prints the current Abbreviated Phrase memory. This message
appears:

[Insert paper and press RETURN.

Insert a sheet of letter size paper (portrait orientation) and press
RETURN to start printing. This message appears:

Printing....press CANCEL to stop printing. I

You can stop printing at any time by pressing CANCEL and this dialog
box appears:

O o cancel printing?

Use cursor to select and press RETURML

[YEZ] [MNO]

Select YES to cancel printing or NO to cancel the function.

* Load. (Loads an abbreviated phrase file from a diskette.) Before
selecting Load, insert a diskette with an abbreviated phrase in the disk
drive. If an abbreviated phrase memory exists in the memory, this dialog
box appears:

Abbraviated phrase memory already exists in rmemoaory!
Owverwrite?

Use cursor to select and press RETURN.
[NO]

Select YES to overwrite the current abbreviated phrase memory or NO
to cancel the function. Remember that you can have only one
abbreviated phrase file in the memory. If the diskette does not contain

an abbreviated phrase file, this dialog box appears:

Insert disk with abbreviated phrase file you created and ratry.

Use cursar lo select and press RETURN. )
[RETR] [CANCEL]

Insert another diskette and select RETRY or select CANCEL to quit.
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Spell Check All

Spell Check All is not a
replacement for careful
proofreading of your documents.
It has no way of knowing, for
example, whether words are
missing or whether a given word
is grammatically or syntactically
correct, If you type “teh” instead
of “the”, the spell checker alerts
you because “teh” is not a valid
English word, but if you type
“one” instead of “on”, it does not
consider it a mistake.

Misspelled words

¢ Save. (Saves the current abbreviated phrase memory on a diskette.)
Before sclecting Save, insert a diskette in the disk drive. If the diskette
does not contain an abbreviated phrase file, the current abbreviated
phrase memory is saved immediately. If the diskette already contains an
abbreviated phrase file, this dialog box appears:

Abbreviated phrase memory already exists on disk!
Owverwtile?

(Use cursor to select and press RETURN.

==

Select YES to overwrite the abbreviated phrase file stored on the
diskette or NO to .cancel the function. Remember that you can have
only one abbreviated phrase file on a diskette.

* Exit. Exits Abbreviated Phrase Maintenance.

The Spell Check All function searches for misspelled words, redundant
(repeated) words, or capitalization errors from the beginning of the file or
from the current cursor position.

1. Press MENU to show the menu bar; choose Spell Check All from the
Option menu. The DICT indicator on the status line is bighlighted and
the SPELL CHECK dialog box appears:

<< SPELL CHECK >>

START POSITICON SET

Use cursor to select and press RETURNMN.
Eivhl [BEGINNING OF FILE] [CANCEL]

2. Press « and — to select and press RETURN.
e CURRENT. Starts Spell Check from the current cursor position.

¢ BEGINNING OF FILE. Starts Spell Check at the beginning of the
file.

¢ CANCEL. Exits Spell Check.
While Spell Check scans your file, this message displays:

Working.... I

If a misspelled word—a word not in the Spell Check dictionary or in your
User Dictionary—is found, this dialog box appears:

Spelling misiake!

< SUSPECT WORD >
boen

Use cursor to select and press RETURMN.
[SUGGESTIONI] [RETYFE] [ADD] [CANCEL]

Press « and — to select and press RETURN.
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¢ IGNORE. Leaves this word unchanged and resumes scanning. Use this
option for a word that is correct though not standard English and when
you do not want to add the word to your User Dictionary (a namc
seldom used in your files, for example).

* SUGGESTION. Displays a list of similar words. Press T and { to select
the correct word and press RETURN to automatically replace the
misspelled word in your file with the correct word. If the desired word
is not listed, press CANCEL. If the system has nothing to suggest, press
RETURN. In both cases you return to the SPELL CHECK dialog box and
you can select another option.

£< SUGGESTION =»
SUGGESTIONIS):
I
Ben
bon
boon

< BUSPECT WORD »
boen

Selecl word and press AETURMN. l

* RETYPE. Allows you to enter 2 word when you think it is faster than
asking for a suggestion or when the system does not suggest the
desired word. Type the correct word in the dialog box and press
RETURN to replace the misspelled word in your file and resume
scanning.

<< RETYPE =>>

< SUSPEST WORD »
boen

Type word and press RETURN.

¢ ADD. Allows you to enter the correct words not in the Spell Check
dictionary but which are correct and frequently used in your files. If the
word is accepted, it is inserted in your User Dictionary and this
message appears:

Word added to user dictionary. j

If you have no User Dictionary, the system creates one. If the word
cannot be added to the User Dictionary, the dialog box shown below
appears. Press RETURN to return to the previous dialog box:

Spelling mistakel

< SUSPECT WORD >
AXE

Invalid for dictionary. Press RETURN.

Once a word is in your User Dictionary, the Spell Checker does not
stop at further occurrences of the word.

* CANCEL. Stops Spell Check and returns to the document.
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Redundant words

If a redundant word—a word that is repeated, like “and and”—is found,
this dialog box appears:

Redundancy error!

< REDUNDANCY >

and

\Use cursor to select and press RETURN.
[ERASE SECOND WQRD| [CANCEL]

Press ¢~ and — to select and press RETURN.

* IGNORE. Leaves the word unchanged and resumes scanning.

* ERASE SECOND WORD. Automatically deletes the repeated word and
resumes scanning.

* CANCEL. Stops Spell Check.

Capitalization mistakes
If a word with uncommon capitalization is found, this dialog box appears:
{The procedure is the same as when a misspelled word is found.)

Capitalization error!

< SUSPECT WCRD »

BOston

Use cursor to select and press RETURN.
MRS (SUGGESTION] (RETYPE] [ADD] [CANCEL|

Check during Typing ON/OFF (Spell Check)

When you select “Check during Typing ON/OFF” from the Option menu,
the DICT indicator on the status line is highlighted, and Spell Check checks
your text as you type it. Unless you make mistakes, you do not notice that
Spell Check is running. When you make a mistake (misspelled or
redundant word, capitalization mistake), the appropriate dialog box
appears. Continue then as you would with the Spell Check All function.

To turn the function off, select Check during Typing ON/OFF from the
Option menu.
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User Dictionary Maintenance

The User Dictionary allows you to add new words, delete old ones, save
the User Dictionary file on diskette, or load a User Dictionary file from
diskette.

Understanding the User Dictionary
Spell Check comes with a built-in dictionary containing standard English
words. (You cannot change the built-in dictionary.)

If you frequently use people’s names, company names, or other
nonstandard English words, Spell Check stops at these words—even if they
are correct. To prevent this from happening, you can create your own
dictionary. When you have such a User Dictionary in memory, Spell Check
does not stop at a word that is in your User Dictionary, even if the word is
not in its built-in dictionary.

A User Dictionary is created automatically when you select the ADD
function of Spell Check to add a word to the dictionary.

This dictionary is held in memory as long as the word processor is turned
on. If you add words to the User Dictionary and want to use the same
dictionary for checking other files, save the User Dictionary onto a diskette
before turning your system off. Later, when you want to use that same
dictionary, load the dictionary from the diskette. When working with the
User Dictionary, keep the following limitations in mind:

* Each diskette can hold only one user dictionary. If you save a user
dictionary onto a diskette that already contains one, the dictionary
previously on the diskette is overwritten by the new user dictionary.

* The memory of the word processor can hold only one dictionary. If
you create a dictionary in the memory and then load a dictionary from
a diskette, the one currently in memory is overwritten by the dictionary
loaded from the diskette.
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Adding a word to the User Dictionary
The simplest way to add a word to the User Dictionary is to choose the
ADD option in the SPELL CHECK dialog box. A second way to enter words
in the User Dictionary is to use the User Dictionary Maintenance function.

1. Press MENU to show the menu bar; choose User Dictionary
Maintenance from the Option menu. The User Dictionary dialog box
shown below lists the words in the current User Dictionary:

Model WP-6700CJ

<< USER DICTIONARY MAINTENANCE >> [over]rarifsun]
WORD: .

ToraL:
2 word(s) Cathy

Model WP-7700CJ

TOTAL:
2 word(s)

LIST:

Cathy

< MESBRGE >

< HOW TOEDIT USER DICTIONARY >

To add, lype word and prass RETURN.
Press MENLU for olher options.

EoERERRPARERORE
I EEERAREE R R A AL L,

2. Start typing the new word. The cursor automatically moves to the
entry field at the top of the dialog box.

3. Press RETURN to enter the new word. It is displayed in the list.

Editing the User Dictionary
1. Press MENU to show the menu bar; choose User Dictionary
Maintenance from the Option menu. The User Dictionary dialog box
shown above lists the words in the current User Dictionary.

2. Press MENU to show the menu bar; press O to select the Operate
e lete menu. You can select the following functions from the Operate

iS@Mkéfﬂl menu:
Ez‘ﬁ ¢ Delete. Deletes a word (short cut: CODE + D). 7his message
Exit appears:

@ve cursor to delete and press RETURN.

Press T or | to select the word you want to delete and then press
RETURN.

Word Processing 88



* Delete All. Deletes all entries. 7his dialog box appears:

OK to delete all waords in user dictionary?

Use cursor to select and press RETURDN.

[VES] {NC]

Select YES to delete all words or NO to cancel the function.

* Load. Loads a User Dictionary file from a diskette. Before selecting
Load, insert a diskette with a User Dictionary in the disk drive. If a
User Dictionary is already in memory, this dialog box appears:

Usear dictionary already exists in mamory!
Ovarwrite?

Use cursor to select and press RETURNL

(r ES) INO]

Select YES to overwrite the current User Dictionary or NO to
cancel the function. Remember that you can have only one User
Dictionary in the memory.

OR

If the diskette does not contain a User Dictionary, this dialog box
appears:

Insert disk with user dictionary file you created and ratry.

Use cursor to select and press AETURN.

ETRY] [CANCEL]

Insert another diskette and select RETRY or select CANCEL to quit.

® Save. Saves the User Dictionary on a diskette. Before you select
Save, insert a diskette in the disk drive. If the diskette does not
contain a User Dictionary, the current User Dictionary is saved
immediately. If the diskette already contains a User Dictionary, this
dialog box appears:

User diotionary already exists on disk?
Qverwrite?

Use cursor to select and press RETURMNL
[TEE]

[NO]

Select YES to overwrite the User Dictionary stored on the diskette
or NO to cancel the function. Remember that you can have only
one User Dictionary on a diskette,

¢ Exit. Exits from the User Dictionary mode.

Auto Letter Layout

The Auto Letter Layout function allows you to use predefined formats for
your letters. For more information, see “Auto Letter Layout” on page 209,
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Type Thesaurus

The Type Thesaurus function allows you to find a word better suited than

the one you have in mind. For example, if you want a synonym for
“book”:

1. Instead of typing the word in your text, press MENU to show the

menu bar; choose Type Thesaurus from the Option menu. The
thesaurus asks for a word:

<< TYPE THESAURUS »>
SPECIFIED WORD:

Type word and press RETURRMN.

2. Type the word (“book” in our example) and press RETURN. The
THESAURUS dialog box appears:

Model WP-6700CJ

2z THESAURUS »3
[ < SFECIFIED WORD » book

MEANINGLS): Yerbl
A printed and bound worlk.

!
Werb?2

ielect MEAMING and press RETURNM o display synonyms.

MEANING(S) lists the possible parts of speech for the specified word.

In our example, “book” can be a noun or a verb. A short definition of
the word displays. Press RETURN to display synonyms.

<< THESAURUS =>
< SFECIFIED WORD » book |
SYNONYM(S):
o lume tome

mord and pre LETURM.

Model WP-7700CJ

<< THESAURLS 5>
[ <srecirED woRD > baok ]
MESNINGIS: SYNONYMISE
R | ‘ﬂlurg
Verb: engage tome
verd: list

A rrinted and bound work.

Prass t, 4 1o calecl MEANING.

Press +, - to select word and press RETURN.
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MEANING(S) lists the possible parts of speech for the specified word.
In our example, “book” can be a noun or a verb. A short definition of
the word displays. Synonyms display in the box on the right.

3. Press « and — to go from one column to the other. Press Tand Lto
move inside a column.

4. Press RETURN to insert the selected word in your text or CANCEL if
you.cannot find an appropriate word.
¢ If thc word processor cannot find a synonym for the specified

word, this message appears instead of the THESAURUS dialog box:

No synonyms!
Press any key to continue.

Edit Thesaurus

The Edit Thesaurus function allows you to automatically replace a word
with a better synonym. Use this function when revising text.

1. Move the cursor to the word that you want to replace. Press MENU to
show the menu bar; choose Edit Thesaurus from the Option menu.
The THESAURUS dialog box appears:

<< THESAURLS »»

| <seecireo worp s ook B

MEANINGIS) SYNONYM(5):

L s L —I valume |
Yarb! engage tome
Verbi list

A printed and bound work.

Press 1, 4 to selecl MEANING.
Press +, 3 ko selact ward and press RETURN.

2. Select a synonym in the same way as you would with the Type
Thesaurus function. Press RETURN to replace the current word with
the selected synonym.
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Using the Screen Functions

Model WP—-6700CJ

m Print

Cilange Soreen
Scale Line ONIOFF
Function Mark OMOFF

Model WP-7700CJ

M Brint

' Changs Sorash
Scale Line ONIOFF
Function Mark ONIOFF
Split Size

Change Screen

Use the Screen functions to control the system’s display.

* Change Screen. Moves the cursor from one file to the other in Dual
Screen mode.

* Scale Line ON/OFF. Switches the scale line on or off.

¢ Function Mark ON/OFF. Switches the text symbols on or off.

» Split Size (model WP-7700C]) only). Adjusts the size of the screen
area used to display each file in Dual Screen mode.

The Change Screen function allows you to go from one file to the other in
Dual Screen mode.

Press MENU to show the menu bar; choose Change Screen from the
Screen menu (short cut: CODE + Q). The file name of the active file
(the file where the cursor is located) is highlighted. The cursor moves
to the last selected cursor position.

When you are using the Dual Screen mode, the following information is
shared by the two files:

* The status of the keyboard (shift lock, caps lock, num lock)

* The status of the Insert or Overwrite mode

Scale Line ON/OFF
The Scale Line ON/OFF function aliows you to change the viewing space
for your documents when one or two files are displayed.
Press MENU to show the menu bar; choose Scale Line ON/OFF from
the Screen menu. The Scale Line switches on and off.
Function Mark ON/OFF

The Function Mark ON/OFF function allows you to turn the text symbols
(such as Return or Page Break symbols) on or off. Press MENU to show the
menu bar; choose Function Mark ON/OFF from the Screen menu,
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Split Size (Model WP-7700CJ only)

When you open a second file in Dual mode, the screen splits into halves.
The Split Size function is used to change the height of one of the windows
so you can see more of one document.

1. Press MENU to show the menu bar; choose Split Size from the Screen
menu. A dotted line appears at the boundary line between the wo

Siles.

2. Press T and | to move the boundary line up or down and press
RETURN. If you press CANCEL instead of RETURN, the screen returns
to the condition it was in before you started the operation.

(R T T O e O D I T e ey

FILEL

FILEZ
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Using the Print Functions

Scraen m

.—

Printing a Document

If you specify a starting page
number that does not exist,
printing will not start.

This modet prints faster with the
biack ink—jet cartridge than with
the color cartridge. Therefore
you will want to use black for alf
your printing except when you
want color. The system detects
whether you are using black or
color ink; you do not heed to
change any setfing when you
change cartridges.

Use the Print functions to preview and print your document.

* Print. Prints your document.

¢ Layout. Previews your document so you can proof it before printing.

The Print function prints your document.

1. Press MENU to show the menu bar; choose Print from the Print menu
(short cut: press PRINT). The WORD PROCESSING PRINT MENU

dialog box appears:
<< WORD PROCESSING PRINT MENU >
STARTING PAGE: _n HE&DER PRINT; YES
ENCING PAGE: 999 FOOTER FRINT: YES
NUMBER OF COFIES: __1 CUT SHEET FEEDER: OFF
PRINT QUALITY: MEDIUM  WMERGE PRINT: MO

[FILENAME: ___MRG)

Type number and press RETURN. I

2. Press T, |, «, and — to move the cursor to the desired setting. Type
the desired values or press the SPACEBAR to change settings. Press
RETURN when you finish.

* STARTING PAGE: The page number of the first page you want to
print.

¢ ENDING PAGE: The page number of the last page you want to
print. (The ending page number must be greater than the starting
page number.)

* NUMBER OF COPIES: The number of times you want the
document to print (maximum 999),

¢ PRINT QUALITY:
FINE—For final copy quality printing.

MEDIUM—For average print quality.
DRAFT—For trial printing. (You save time and ink with this
setting.)

* HEADER PRINT:

YES—Prints headers (has no effect if you have not defined
headers).

NO—Prints without headers.
* FOOTER PRINT:

YES—Prints footers (has no effect if you have not defined
footers).

NO—Prints without footers.
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s CUT SHEET FEEDER:

OFF—<Cut sheet feeder is not attached, or you are using manual
paper feed with the cut sheet feeder.

ON—Cut sheet feeder is attached, and you want to use it for
automatic paper feed.
* MERGE PRINT:

YES—Merges information from an Addressbook file into your
document. When you select YES, this message appears:

Press TAB to open MERGE FILE INDEX. -

Press TAB to list Addressbook files on the diskette.

Press the cursor keys to select a file name and press RETURN.
The file loads and the file name appears under MERGE
PRINT/YES.

NO—Prints without merging. (This setting cancels merge
printing even if you have selected an Addresshook file.)

3. Press RETURN when you finish. This message appears:

Insert paper and press RETURN. -

The maximum length of paper 4. Set paper according to your Page Setup:

that can print is 14.33 inches. L i . ) .
If the paper size is less than 10.55 inches (Letter Portrait, A4 Portrait,
and A5 Portrait), align the paper with mark A.
If the paper size is more than 10.55 inches, align the paper with mark
B. If you think the left margin is too large at this time, align the paper
with the appropriate position.

B A

v ——

5. Press P INS to insert the paper. Press RETURN to start printing. This
message appears:

Printing....press CANCEL to stop printing. I

If you press CANCEL to stop printing, this dialog box appears:

CK to cancel printing?
Use cursor to select and press RETURNMNL
[YES] INO]

Select YES to cancel printing or NO to continue printing.
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Merge printing

If the paper has not been inserted or is jammed or cannot be
ejected, this message appears:

Faper feed problem!
inseart paper carrectly.
K to continue printing?

Use cursor lo select and press ARETURN.

[TES {~NO]

Remove the jammed paper manually, press P INS to feed the
paper, and select YES to continue printing or NO to cancel.

If the paper is shorter than specified in Page Setup, this message
appears:

lncarrect paper size!
Check page setup menu or insert correct paper.
OK to cancel printing?

LETULIR.

cursor o select and praszs

[MNC]

Select YES to cancel or press P INS to feed the paper. Select NO to
restart printing. The part of the previous page that could not print,
prints from the top of the new sheet of paper.

If the text extends outside the printable area, printing stops and
this message appears:

Data will be truncated!
Cheack page satup menu and margin settings.
Do wyou still want tc continue printing?

Use cursor to select and press RETURMN.

v ES] [NO]

Select YES to truncate {(cut off) text and continue printing or NO to
stop printing to check margin settings.

Merge symbols with a label name that does not exist in the Addressbock
file are ignored. The same happens when there is no data in the
Addressbook for the specified record.

If you select MERGE PRINT/NO for a document that contains merge
symbols, the label names print as they appear on screen.

Using Layout to Preview a Document

The Layout function allows you to preview a full page as it appears when
you print it. (In a2 multipage document, the previewed page is the one the
cursor is on when you start the function.)

Press T to preview the previous 1
page, and | to preview the next
page.

. Press MENU to show the menu bar; choose Layout from the Print
menu (short cut: CODE + LAYOUT).

. Press RETURN (o return to the Input/Edic screen. 7he page displayed
last in the LAYOUT screen appears in the display.
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3 Spreadsheet

What is a Spreadsheet?

In the past, financial records for any type of business or other organization
were always kept by hand in bound form, hence the term “keeping the
books.” A sales ledger, for instance, might be laid out as a graph with the
months of the year across the top and the names of sales personnel or
merchandise down the left column. This type of accounting tool had
another name: it was called a “spreadsheet.”

Jzn. Feb, Mar. Apr. May June July Aug. Sepl. TOTAL
A) Hounsehold Items
Mortgage/Rent 1,000 1,000 1,000 1,000 1,000 1,000 1,000 1,000 1,000 12,000
Heal/Walter 110 110 100 80 70 70 60 60 60 960
Gas & Electric 35 35 35 30 25 25 25 25 30 350
Phone 35 35 35 35 35 35 35 35 35 420

Even with an electronic calculator, bookkeeping is still a difficult task,
especially when making revisions or corrections. The major advantage of
the electronic spreadsheet is the ability to make corrections any time and
have all the calculations made for you, quickly and easily.
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Starting the Spreadsheet Application

Spreadsheetl

You have a choice of creating
your own spreadsheets or using
one of the preformatted
tempiates. For information, see
“Template” on page 159.

In order to use the templates
effectively, you must first
understand how fo use the
Spreadsheet functions. Read the
following sections for infermation
on the Spreadsheet features and
capabilities.

If you get a message indicating
you have an unformatted or
damaged diskette, replace the
diskette with another or go to
page 25 in Getting Started for
instructions on how to initialize a
diskette.

You can retrieve Spreadsheet
files created with your word
processor (extension SPR) or
Spreadsheet files created with
Lotuse 1-2-3¢ (extension WK1).
Some Lotus® 1-2-3» files
attomatically convert to
Whisperwriter's format before
being loaded. Since a particular
Lotuse 1-2-3¢ file may use
functions not available on your
Whisperwriter, the conversion is
sometimes incomplete. For
infermation, see “Converting a
Lotus®> 1-2-3¢ file into a
Spreadsheet file” on page 197.

To create a new spreadsheet or recall a stored spreadsheet for editing:

1. Turn on the power to display the Main Menu.
2. If you want to retrieve a spreadsheet file from a diskette, insert that
diskette into the disk drive.

3. Press 2 or the cursor keys to select the Spreadsheet icon, and press
RETURN. If you insert a diskette, the list of Spreadsbeet files storved on
the diskette appears:

[ Word [FPR) Spread- \ / FiRG) Address- \
/' Processin sheel

FMEWDATA

I——————

4. Press the cursor keys to select the file you want to retrieve and press
RETURN. To start a new document, press RETURN. The Spreadsheet
Input/Edit screen on the next page appears.
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Spreadsheet Input/Edit Screen

Status Line —
Input Area—

Press CODE + H to list the keys
you can use in Spreadsheet
(Input/Edit or Command modes).

1 2
|

[See_Tp MNEWDATA [ | NomwAL | a)d} co: 10

Column Name

2 — Row Number

—— Worksheet Area

The Spreadsheet Input/Edit screen is divided into three different areas:
Status Line. The status line shows your current settings.

1 The settings of the cell where the cursor is positioned (default:
NORMAL).

2 The column width status (default: 10 characters).

Input Area. Below the Status Line is the input area where you enter or
change the contents of a cell. The input area indicates which cell is
highlighted in the worksheet area.

Worksheet Area. The rest of the screen is called the worksheet area. It is
divided into cells, designated by their positions or address on the grid, so
that the cell at the top left of the worksheet becomes Al, the cell
diagonally to the right and below it B2, etc.

There are two different modes for creating and formatting your
spreadsheets:

Input/Edit mode. In the Input/Edit mode you can insert and change data
within individual cells. You know that you are in the Input/Edit mode
when a text cursor appears in the input area.

Command mode. In the Command mode, you can move the cell cursor
on the worksheet, and you have access to the menu bar to perform large
scale changes.
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Moving Around in the Screen

When the Spreadsheet Input/Edit screen appears, the cursor is in cell Al,
ready for input. You can move the cursor by pressing <, —, T, and { to
highlight any cell and to tell the Spreadsheet program where you want to
enter information. You will notice that only part of the Spreadsheet is
shown on the screen. The Spreadsheet extends far beyond what the screen
is able to display at one time. You can enter data into as many 4s 256
columns and 256 rows.

It is also possible to move the cursor faster through the spreadsheet:

s CODE + a cursor key moves the cursor to a2 border of the screen.

* Press CODE + G. A dialog box appears:

GOTO: | |

Type cell address and press RETURN or use arrow
keys to move lo dala top, bottom, left or right.

Move the cursor to a particular cell by typing the cell address (example:
Al) and pressing RETURN.

Pressing <— moves the cursor to the first column of that same row,
Pressing — moves the cursor to the last column containing data of that
same row. Pressing T moves the cursor to the first row in that same
column. Pressing 1 moves the cursor to the last row containing data in
that same column. In each case, the cursor moves vertically or
horizontally in the direction of the arrow on the cursor key. (Both «
and T move the cursor to the first column/row in that same
column/row [not the first column/row containing data]).
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Entering and Editing Data

There is a possibility that the
word processor may run out of
memory before filling the entire
Spreadsheet with data. The word
processor warms you of this with
the message “Memory fulll Press
any key to continue.” At this
point, you cannot enter data, only
delets it. We recommend that
you save your file to the diskette
and continue with a new
Spreadsheet file.

Do not worry if the data you fype
does not appear exactly the
same when it is transferred to a
cell. During that transfer, the data
is procsssed in several ways. For
example, a formula is calculated
or a piece of text is formatted.
The result of that process
appears in the cell, but the data
reappears in the inpuf area in its
original form when the cell is
selected again.

With a paper spreadsheet, you write the data directly in the cells of the
sheet. With an electronic spreadsheet, you highlight the cell in the
worksheet, then type or edit the contents of the cell in the input area.

To enter data in an empty cell, select that cell and type the data. A text
cursor appears in the input area as soon as you start typing, which means
that the Spreadsheet application switched to the Input/Edit mode. Press
RETURN when you have finished. The data appears in the cell.

Proceed in the same way to replace old data with new data. The old data
disappears from the input area as soon as you start typing. The new data
appears in the cell when you press RETURN after typing.

To edit old data without deleting it, highlight the cell; then press TAB. The
cursor appears in the input area and you may now edit the data. Press
RETURN when the data has been edited.

While typing in the input area, you can use the following keys:

¢ All character keys, including special characters obtained with the CODE,
CODE + 5, and CODE + 4 keys.

* CODE + 7 to lock the keyboard in numerics.

* CODE + P BREAK to enter a page break symbol [¥); during printing,
paper is ejected at that point after the row prints.

* CANCEL (o restore the contents of the cell as they were before you
started editing. This is useful when you mistakenly start editing a cell
that did not need editing.

* BACKSPACE to delete one character to the left of the cursor.
* DELETE to delete the character highlighted by the cursor.

* WORD OUT to delete one word to the left of the cursor.

* CODE + LINE OUT to delete all characters from the input area.
* CODE + | to alternate between the Insert/Overwrite modes.

* < to move one character to the left.

* — to move one character to the right. If the cursor is to the right of the
last character, this key enters the data and selects the next cell to the
right.

* CODE + EXPR to move the cursor to the first character.
* CODE + RELOC to move the cursor to the right of the last character.

After typing or editing the data in the input area, you can transfer it to the
selected cell using one of these keys:

* RETURN to transfer the data to the cell and keep the same cell selected.
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* — to transfer the data to the cell and select the next cell to the right.
This works only if the text cursor is to the right of the last character in
the input area.

» T to transfer the data to the cell and select the next cell above.

* | to transfer the data to the cell and select the next cell below.

Entering Alphanumeric and Numeric Data

Your Spreadsheet application can handle two kinds of data: numeric and
alphanumeric,

Alphanumeric data are combinations of characters (letters, digits, and
other characters) used as a label or title to identify the entries of the
spreadsheet. Alphanumeric data is usually used as a column heading, such
as “JAN.” or “12th Region.” This data is not calculated.

Numeric data are direct numbers or formulas and are calculated.

Since alphanumeric data can contain digits, and numeric data can contain
letters (cell addresses), it is important to understand exactly how the
spreadsheet application distinguishes between alphanumeric and numeric
data.

Follow these rules:

* If the data begins with one of these characters:
+-(@1234567890
the data is considered numeric.
Example: (A1) and 1+Al are numeric.

s If the data begins with any other character, the data is considered
alphanumeric, and the Spreadsheet application automatically inserts a
single quote mark ( ¢ ) before the data in the input area.

Example: ‘Cost and ‘Al are alphanumeric.

This single quote mark is called a format mark. (For more
information, see the next page.)

* To make sure that data such as a telephone number or a date is
correctly interpreted as alphanumeric, you should type a format mark
before the data.

Examples:

10~12-1996 is calculated (10 minus 12 minus 1996 = -1998) and
it becomes —1998

'10-12-1996 is not calculated; it remains 10-12-1996
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Format Marks

A default single quote mark
appears automatically in the
input area when the spreadsheet
recognizes your data as
alphanumeric. If you delete it, it
automatically reappears when
the alphanumeric data is
confirmed.

instead of typing the format mark
for right alignment [*], you can
press CODE + R. The format
mark for centering [} does not
appear on the keyboard. You
must press CODE + F. If you
press these keys while in
Command mode, the
Whisperwriter switches fo the
Input/Edit mode and the
corresponding mark appears in
the input area.

e To make sure that a formula is not interpreted as alphanumeric data,
never start a formula with a cell address. Instead, use the + sign or
parentheses.

Example: (A1+1) or +A1+1 are interpreted as formulas and are
calculated. If you do not start with the + sign or the left
parenthesis, the Spreadsheet application inserts a single quote
mark.

Format marks are typed before the data and tell the Spreadsheet
application that whatever follows is alphanumeric and is not to be
calculated.

Format marks also tell the Spreadsheet application how to position the
data in the cell. You can use one of these four format marks:

‘

(single quote) to align the data to the left of the cell.

“  (double quote) to align the data to the right of the cell (CODE + R).
~  to center the data in the cell (CODE + F).

1 fills the cell by repeating the character following the mark.

Format marks display in the input area only (they never appear in the cell).
The above characters are interpreted as format marks when they are
entered in the first position of the input area. If they are entered in the
middle of the data, they are considered as common characters and appear
in the cell.

Maximum Length of Data

The maximum length of the input area is 240 characters (1 format mark
and 239 characters).

When alphanumeric data cannot fit into the cell, it uses the next cells of
the worksheet unless these cells are already occupied.

This convenient feature is used for long titles (when you do not want to
disturb the layout of the spreadsheet by increasing the width of a column).
It shouid be noted that entering many long pieces of alphanumeric data
can cause the memory to become full before all cells are filled. Also,
adjusting the width of many columns to display long pieces of
alphanumeric data may cause the rows to be cut off when the spreadsheet
prints.
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Performing Calculations

Direct Numbers

Numeric data are direct numbers or formulas and are calculated. When data
is recognized as numeric, Spreadsheet checks whether the data is valid.

» If the data is valid, the result (a number) is calculated. If the number

can fit in the cell, it is automatically right aligned. If the number cannot
fit in the cell, a string of asterisks fills the cell. The correct number is,
however, kept in the memory and displays if you adjust the width of
the column.

If the data is not valid, “ERROR” appears in the cell, and one of the
messages below appears.

When a denominator is zero:

Division by zero!
Press any key to continue.

When a result is positive and contains more than 10 digits:

-
Nurneric overflow!
Press any key to continue.

When a result is negative and contains more than 10 digits:

[ Numeric underflow! T

Prass any key to continue.

If a number contains characters other than numeric cnes and a decimal
point (e.g. 1,000, 100$, 1A2):

Invalid antryt T
Prass any key la continue.

A direct number is made up of digits and possibly a decimal point. Other
characters make the data invalid for calculation. The maximum number of
digits is 10 to the left of the decimal point and 5 to the right (zeroes
preceding other digits are not counted). Below are some examples of valid
and invalid numbers:

Valid Invalid

1234 1,000 (commma is invalid)

0.94956 1258 ($ is invalid)

00001 12a12 (a is invalid)
000000000000001 99999999999 {more than 10 digits)

(zeroes are ignored)
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Formulas

A formula consists of operators, operands, and possibly pairs of
patentheses to control the order of calculation.

Operators. An operator is a character that specifies the mathematical
operation to be performed. Operators recognized by the system are, in
order of precedence:

Symbol Operator

+ - Positive and negative signs
# Exponentiation

*/ Multiplication, division

+ - Addition, subtraction

The following rules apply to using operators in formulas:

The + and — operators are considered as the positive or negative sign of
the following operand when they come first in a formula, immediately
after a left parenthesis or another operator.

The # operator performs only integer exponentiation. If the exponent
(the next operand after #) has a decimal value, it is rounded to the
closest integer before exponentiation is performed. Therefore, this
operator cannot be used to calculate roots (although roots can always
be written as 4 decimal exponent in math). Zero with any positive
exponent gives zero. Zero with a negative exponent gives “Invalid
entry! Press any key to continue.”

Division by zero is invalid.

A sequence of three or more operators makes a formula invalid
(2 + * — 1 is invalid).

A sequence of two operators is valid only if the second operator is a +
or — sign.

Example:

5 % — 2 is valid and gives -10

1~ % 2 is invalid

Operands. An operand is data in a formula on which a mathematical
operation will be performed. An operand can be a valid number, a cell
address containing numeric data, a function, or a valid formula enclosed in
a pair of parentheses. Below are examples of valid operands:

Valid Operand Operand Description

123 valid direct number

At oral cell address

@ SUM(A1..B6) valid function

((A1+5)x2) valid formula enclosed in a pair of parentheses
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Please remember the following rules about operands:

* A cell address can be written using either uppercase or lowercase letters.
When a cell address must come first in a formula, it must be preceded
with a + or — sign or by a left parenthesis. Otherwise, the formula is
considered alphanumeric and is not calculated. Therefore, instead of
Al1+AZ, enter +A1+A2Z, (A1+A2), or (A1)+AZ.

¢ If a cell that is referred to while doing a calculation contains
alphanumeric data, the formula is invalid, and “ERROR” displays. An
empty cell, however, is valid and assumed to contain zero.

Order of Calculation of a Formula

The calculation of a formula is performed in the order of precedence of
the operators:
1. The + or — sign is applied to the operand directy to the right of the sign.
2. Exponential calculations are performed.
3. Multiplication and division calculations are performed.
4. Addition and subtraction calculations are performed.
Example: 2#3x4-2
8x4-2
32-2
30
When two or more operators have the same order of precedence

(muttiplication and division or addition and subtraction), calculation is
carried out from left to right.

Example: 1+53+4-2 2#3#2
4+4-2 8#2
8§-2 64
6

To change the order of calculation, you can use pairs of parentheses. The
formula in parentheses is calculated first.

Example: 1+3+«4 A+3)«4
1412 4% 4
13 16

Parentheses can contain other pairs of parentheses. Calculation starts from
the innermost pair of parentheses.

Example: (B 4+ % 4+3) «4-12
(13 x4+ 3) % 4 - 12
55 % 4 ~ 12
220 - 12
208
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One pair of parentheses can contain up to five other pairs. Using more than
five pairs of parentheses in one pair of parentheses makes the formula
invalid. The formula is also invalid if parentheses do not come in pairs.
Parentheses can be used to make the data numeric. (A1+A2) or (A1)+AZ can
be used instead of +A1+AZ.

Using Math Functions

Range of cells

Math functions are very useful for making formulas shorter and easier to edit.
A math function performs specific operations on a single argument or on a
list of arguments. Arguments are included in a pair of parentheses following
the function name. A function name always starts with the character @.

Arguments are the numeric data that the function processes to return a
result. Valid arguments are numbers, characters within double quotation
marks (* ") (only for @REPEAT and @IF) and/or cell addresses separated
with commas, or a range defined by the addresses of two opposite
corners, separated with two periods (..). For morc information, see “Range
of cells” on the next page.

Example:

@SUM(1,A1,4,B6) returns the sum 1+A1+4+B6

@SUM(A1..B4) returns the sum A1+B1+A2+B2+A3+B3+A4+B4

* Some functions like @INT accept only one argument. In that case, using
more than one argument or using a range makes the formula invalid.

s A range can be used simultaneously with numbers or addresses.
Example:
@SUM(1,A1..B4) and @SUM(A23,A1..B6) are valid.

A function is a valid operand of a formula and a formula is a valid
argument of a function.

Example:

1+A1+@SUM(B2..C5) is a valid formula,
@SUM(1+2), @SUM(+A1), and @SUM(1+A1) are valid.

A range is a group of cells enclosed in a rectangle and, therefore, can be
specified by the addresses of two opposite corners. When using math
functions, you specify a range using the notation A1..C3, for example. You
could also specify the same range with A3..C1, C1..A3, or C3..Al.
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Inputting a range
Rather than typing in the cell address at each corner of the range, you can
mark and highlight the range to be used. Spreadsheet automatically defines
the top left and bottom right corners of the range.

Suppose you want to calculate the sum of the range A1..C2 and display the
result in D2. First enter the data shown below:

4 5s5HR

1. Move the cursor to D2 and type @SUM(. As scon as you type the left
Dbarenthesis of the function, this message appears:

,Enter cell specifiézti;h. —!

2. Instead of typing Al, move the cursor to Al and press CODE + L.
@SUM(AL.. now appears in the input area.

el @sum(at . .o

4, Press RETURN. The cursor is back on D2 and the complete vange
specification appears in the input area.

2 3
4 5 ¢

2 3
4 5 ¢l

The method of specifying cell addresses by moving the cursor instead of
typing the address can actually be used not only to specify a range in a
math function, but also to specify a single address in any formula.
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Spreadsheet functions

Example: To enter (A1+B1) in C1, move the cursor to C1 and type (.
From this moment, the machine knows that the data is a formula and
allows you to move the cursor to a cell. Instead of typing Al, move the
cursor to Al and press +. The input area now displays (Al+. You are
again allowed to move the cursor to a cell. Move the cursor to Bl and
press RETURN. The input area now displays (A1+B1). Press RETURN to

finish and calculate the result.

Some functions can process only one or two arguments and are very
similar to the math functions. Arguments may include not only direct
number inputs but cell addresses as well.

The most sophisticated function of Spreadsheet is that it can process
multiple arguments. Arguments may be written individually, separating
each with a comma, or if all the arguments belong to a range, the range
can be specified by the addresses of two opposite corners, using two
periods as a separator. Arguments may be defined as a range or may
consist of any combination of direct numbers and cell addresses.

Functions using one or two arguments:

@ABS
Gives the absolute value of the argument. If the argument is positive or
zero, the same value is returned; if the argument is negative, the
opposite of the argument is returned.
@ABS(5) gives 5 @ABS(-5) gives 5

@INT
Gives the #nteger part of the argument. The decimal point and
subsequent decimal digits are removed without being rounded off; an
integer remains untouched.
@INT(5) gives 5 @INT(0.9) gives 0
@INT(1.1) gives 1
@MOD
Divides the first argument by the second and gives the remainder of
the division.
@MOD((10,3) gives 1 @MOD(2.3,2) gives 0.3
@MOD(0.33,2) gives 0.33
@REPEAT repeats the argument the number of times specified. Two data
entries are required between the parentheses: the argument itself,
which must be a string of characters between a pair of double
quotation marks or the address of a cell containing alphanumeric data,
and a direct number that specifies the number of repetitions. If that
number is not an integer, it is first rounded off to the closest integer.

@REPEAT("Aa”,2) gives AaAa
@REPEAT(“2",3) gives 222 (alphanumeric)
@REPEAT(A1,2) gives AaAa (if Al contains Aa)
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@ROUND rounds off the argument to the number of specified decimal places.
Two data entries are required between the parentheses: the argument itself
and a direct number that specifies the number of decimal places. If that
number is not an integer, it is first rounded off to the closest integer.

@ROUND(1.66666,2) gives 1.67
@ROUND(1.66666,3) gives 1.667
@ROUND(1.66666,2.1) gives 1.67
@ROUND(1.66666,2.5) gives 1.667
@SQUARE gives the square of the argument. The argument multiplied by
itself is returned; the result is always a positive number.
@SQUARE(5) gives 25
@SQUARE(-5) gives 25
@SQUARE(Q) gives 0
@SQRT gives the square root of the argument. The result multiplied by
itself is equal to the argument. The argument may not be negative.
@SQRT(25) gives 5
@SQRT(2) gives 1.41421
@SQRT(-25) is invalid

Functions using multiple arguments:

@AVG gives the average value of the arguments. The sum of the arguments is
calculated; then that sum is divided by the total number of arguments.

@AVG(1,2,3,4) gives (1+2+3+4)/4 = 2.5
@AVG(175) gives 175/1 = 175

@COUNT gives the number of nonblank cells. This function is an
exception to the general rules in that the cell referred to may contain
gither alphanumeric or numeric data.

@COUNT(A1,A2,A3,A4) gives 3 if Al contains 5 (numeric), A2 contains
your name (alphanumeric), A3 contains ERROR (this is not a blank
cell), and A4 is empty.

@IF checks whether a specified condition is verified and displays a value
that depends on the result of that check. The form of this function
must be @IF (condition, argument1, argument2), and can be read as: if
the condition is satisfied, then display argument 1. If the condition is
not satisfied, then display argument 2. Arguments 1 and 2 can be direct
numbers, strings of characters enclosed in a pair of double quotation
marks (example: “ABC"), or a cell address. The condition is usually an
arithmetic comparison, using two values (number or cell address) and
one of the following comparison operators:

=equal to < = less than or equal to
< less than > = greater than or equal to
> greater than <> not equal to

@IF(A1>100,100,50) gives 100 if Al is greater than 100,
and 50 if A1 is equal to 100 or smaller than 100

@IF(A1>100,100,A1) gives 100 if A1=200 and 60 if A1=60
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@MAX gives the greatest argument (maximum). Remember that a positive
argument is always greater than a negative one.
@MAX(1,234) gives 234
@MAX(1,-99999) gives 1
@MIN gives the smallest argument (minimum). Remember that a negative
argument is always smaller than a positive one.

@MIN(1,234) gives 1 @MIN(-1,99999) gives ~1

@SUM gives the sum of the arguments. This function is very useful in
shortening long sums when the arguments belong to a range.
@SUM(1,2,3,4,5) gives 15
@SUM(A1,A2,A3,B1,B2,B3) is equivalent to @SUM(A1..B3)

@TSUM gives the total sum of a range of cells and also the sum of each row
and column of the range if they contain data. This function is an
exception to the general rules that the argument MUST be a range and
that results display not only in the selected cell (total sum) but also in the
column to the right and in the row below the range. Therefore, you must
be sure that the column to the right and the row below the range are
empty.

Example:

1. Enter the numbers shown below in the range A1..C2, then type
@TSUM(AL..C2) in D3.

el @TSUM(AT . .C2)1
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Using the Menu Functions

File
L EH et

Save File
Open File far Dual
Close File

File Managemant

Style

Select

While using these functions, you
can press CANCEL at any fime
to cancel the function.

The following functions can be found under the menu bar at the top of the
screen. This bar can be reached by pressing MENU.

Use the File functions to open, save, or close your files and to return to the
Main Menu.

These functions work the same as in the Word Processing application. For
information, see “Using the File Functions” on page 44.

Use the Edit functions to make the same changes in the appearance or
contents of many cells, to rearrange the worksheet, or to extract part of the
information.

e Left. Aligns alphanumeric data to the left in the desired range of cells.

e Center. Centers alphanumeric data in the desired range of cells.

* Right. Aligns alphanumeric data to the right in the desired range of
cells.

* Search. Searches for occurrences of a specified string of characters.

¢ Replace. Searches for occurrences of a specified string of characters
and allows for automatic replacement with another string.

» Fill. Fills a sclected range with a specified arithmetic progression.
* Sort. Sorts a specified group of rows.

* Select. Sclects rows according to specified conditions; the selection can
be written in the worksheet and printed.

Left, Center, and Right affect only cells containing alphanumeric data in the
selected range; numeric cells and empty cells will not change.

Left, Center, and Right change the corresponding format marks ([‘] {*] [“])
in the input area of the affected cells. When the alphanumeric result of a
cell is produced by a function like @REPEAT or @IF, the format mark is not
added, but the characters in the cell can be highlighted.
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Left

The Left function aligns all alphanumeric data of a range to the left of the
cells.

1. Move the cursor to a corner of the range of cells you want to format.
Press MENU to show the menu bar; choose Left from the Edit menu.
This message appears:

{ﬁove cursor to end of block and press RETURN. J

2. Move the cursor to the opposite corner of the range of cells you want
to format and press RETURN. The alphanumeric cells of the range are
aligned to the left.

Center
This function centers all alphanumeric data in a range.

1. Move the cursor to a corner of the range of cells you want to format,
Press MENU to show the menu bar; choose Center from the Edit
menu. This message appears:

Move cursor to end of block and press RETURN.

2. Move the cursor to the opposite corner of the range of cells you want
to format and press RETURN. The alphbanumeric cells of the range are
centered,

Right

This function aligns all alphanumeric data of a range to the right of the
cells.

1. Move the cursor to a corner of the range of cells you want to format.
Press MENU to show the menu bar; choose Right from the Edit menu.
This message appears:

Move cursor to end of block and press RETURN.

2. Move the cursor to the opposite corner of the range of cells you want

to format and press RETURN. The alpbanumeric cells of the range are
aligned to the right.

Search and Replace

These functions are described in “Search” on page 52 and “Replace” on
page 53. Please refer to those sections for basic operations.

* The Search function can find both numeric and alphanumeric data, but
only if the data appears in the input area. For example, you can find
aaa in a ccll only if it has been entered directly into the input area. If
the same data is entered as @REPEAT(“2",3), you cannot find it.
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* When replacing a string with another, this dialog box appears if the
replacement has to take place in a protected cell:

Frotected cell error!
Press any Key to continue.

* If the replacement string is longer than 240 characters, a dialog box
appears:

Word(s) too long!
OK to truncate data?

Use cursor to select and press BETURM.
(MO

Selecting YES omits the data in the replacement string to the right of
the possible 240 characters and carries out replacement. NO cancels the
function.

Fill
The Fill function allows you to quickly numbecr rows or columns or when
you need numbers in a range in order to check how math functions are
working.

Columns are filled from top to bottom. Rows are filled from left to right. In
the case of a range, the first column is filled first, then the second, etc.

1. Move the cursor to a corner of the range of cells you want to fill,
Press MENU to show the menu bar; choose Fill from the Edit menu.
This message appears:

Move cursor to end of block and press RETURN.

2. Move the cursor to the opposite corner of the range of cells you want
to format and press RETURN. After the range is specified, the FILL
dialog box appears:

<< FILL >>
STARTING VALUE: [ |
JUMPING VALUE:
ENDING VALUE:

Type number and press RETURDNM.
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3. Press T and | to move the cursor to the desired setting. Press the
numeric keys to enter the specifications. Press RETURN when you
finish.

* STARTING VALUE. The first number of the arithmetic progression.
» JUMPING VALUE. The difference between two successive values.

* ENDING VALUE. The value that the arithmetic progression cannot
exceed. The cells fill up to either the ENDING VALUE (or the
closest value less than it) or up to the last cell of the range,
whichever comes first.

Example: If the STARTING VALUE is 5, the JUMPING VALUE is 4,
and the ENDING VALUE is 20, you get the numbers 5, 9, 13, and
17. (Because 21 is higher than the ENDING VALUE, it is not
included.)

Sort
The Sort function allows you to rearrange your worksheet. When you
update a worksheet, you usually add data at the end of the file. To
facilitate later reference, however, you need some logical organization.
Alphabetical order is commonly used. The sorting feature saves you time
and effort in the organization of your data,

1. Move the cursor to a corner of the range of cells that you want to
sort. Press MENU to show the menu bar; choose Sort from the Edit
menu. This message appears:

Move cursor te end of block and press RETURN.

2. Move the cursor to the opposite corner of the range of cells you want
to format and press RETURN. Be carcful to select all the information
of the rows. For example, if you have data in columns A to E and
you select only columns A to D in your range, the cells in column E
do not move along with the cells in columns A to D, and it is
impossible to reverse this situation automatically.

After you specify the range, an arrow cursor appears above the
worksheet. A message asks you to move the arrow cursor to select
the column of the range according to the data to be sorted.

|Move cursor to primary sort column and press RETURN. J

This sorting function can perform a double sort, primary and secondary.
A typical example of double sorting is when you have data relating to
people. You can use the family name for primary sort and the first name
for secondary sort.

3. Move the cursor to the primary sort column and press RETURN. 7his
message appears:

Move cursor to secondary sort column and press RETURN.
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4. Move the cursor to the secondary sort column and press RETURN. If
you do not need a secondary sort, leave the cursor on the primary
When a column that is selected sort column. A dialog box appears:
for ptimary or secondaty sort
contains different types of cells,
the sort order is:
Empty cell < Numeric <
Alphanumeric < ERROR cell.

Direction?

Use cursm tn select and press RETURN.

J {DESCENDING] [CANCEL]

5. Press « and — to select ASCENDING, DESCENDING, or CANCEL and
press RETURN to sort.
* ASCENDING. Normal alphabetic order for alphanumeric data,
increasing values for numeric data (A-Z and 1-100).

* DESCENDING. Reverse alphabetic order for alphanumeric data,
decreasing values for numeric data (Z-A and 100-1).

* CANCEL. Cancels the function and returns to the previous display.

Select
This function allows you to select rows of data that match a specified
condition. The data can be displayed, written in the current worksheet, and
printed,

1. Move the cursor to a corner of the range of cells that you want to
select. Press MENU to show the menu bar, choose Select from the
Edit menu. If you have not recalculated the spreadsheet since
changing any of the cells contents, the following message appears:

The sheet needs recaiculation.
Recalculate?

USE cursor to select and press RETURN.

[IR=]]

Select YES and press RETURN.
OR

If the spreadsheet has not been changed since the last recalculation,
this message appears:

Efiove curscor to end of block and press RETURN.

Move the cursor to the opposite corner of the range of cells you want
to format and press RETURN. After you specify the range, an arrow
cursor appears above the worksheet. A message asks you to move
the arrow cursor to select a column for the range.

ﬁdove cursor to select column and press RETURN.

2. Move the cursor to the column where the select condition is to be
applied and press RETURN. The SELECT dialog box appears:

<< SELECT »>
CONDITION:
EQUAL TO:

Press SPACE to change setling and press RETURMN. I
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if you try this example,
remember to make sure that the
numbers in column C are not
alphanumetic characters.
Alphanumeric characters are
always preceded with a ['] mark.
For more information, see
“Format Marks” on page 103.

3. Press the SPACEBAR when the cursor is located on the condition.
The items that can be selected are indicated in the drop down list
below:

Z< SELECT >> ______ L]

CONDITION: EQUAL (WORD) E-:,u '-
] E@UAL (NUMERIC

EQGUAL TO: —_————|NCT EQUAL (WORD)

NCT EQUAL (MUMERIC)
IILESS

GREATER

BETWEEM

NMOT BETWEEN

Press SPACE to change setting and press

4. Press T and | or the SPACEBAR to move the cursor to the desired
setting. Press RETURN. Enter the data on the lower line of the dialog
box. Press RETURN when you finish.

e The conditions are: EQUAL, NOT EQUAL, LESS, GREATER,
BETWEEN, NOT BETWEEN.

* All these conditions apply to numeric data, except EQUAL and
NOT EQUAL, which can be set for alphanumeric data (WORD).

* With EQUAL(WORD) and NOT EQUAL(WORD), the Whisperwriter
checks for an exact match of the first characters of the cells. If you
enter EQUAL TO:BA, BANANA and BAY are selected because
these words start with BA; banana, B, B.A., and 1BANANA are not
selected.

* The selected data appears in the SELECTED DATA dialog box.

Example: Suppose you have a list of salespersons with each row
containing the last name, first name, and sales results.

BER LAST NAME

IRST NAME SALES RESULTS
Henry 12,345

John $10,539
William %34, 125
Ruth $22,410
David $18,300
Jodce $15,885
Terry $20,782

If you want to extract a list of the salespersons whose sales result is lower
than $20,000, specify column C as the select column in step 2 above; then
select LESS in the SELECT dialog box and enter 20000.

<< SELECT »>>
CONDITION: LESS

LESS THAM: 200000

Type number and press RETURMN.
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The SELECTED DATA dialog box looks like this:

<< SELECTED DATA: 4 =
LESS THAMN: 20000

Marsh Henry $12,34%5
Rnderson John $1¢,539
Carter David $18,300

Use cursor to select and press RETURN.
IERERERESN (FRINT]

[CANCEL]

From the SELECTED DATA dialog box you can write the selected data in
the current worksheet, print the data, or leave the selected data and return
to the original worksheet.

* To write the selected data in your worksheet, select WRITE IN SHEET
and press RETURN. This message appears:

Move cursor to position to write SELECTED DATA.

Move the cursor to the location tor the selected data and press RETURN.
The upper left corner of the selected data coincides with the selected
position. The data that is written overwrites existing data in the same way
as when you copy a block. If the data to be written exceeds the boundary
of the worksheet, this message appears:

Write canceled.
Range exceads boundary of spreadsheaet!
Press any key to continue.

* To print the selected data, select PRINT and press RETURN. This
message appears:

Insert paper and press RETURN.

Insert paper and press RETURN.

» After looking at the selected data, press CANCEL to return to the
previous screen.
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Style Functions

Edt  ER  Block Sheet Use the Style functions to change the appearance of a range of cells.

Formula Text
No Display
All Ot

While using the above functions,
press CANCEL at any time {o go
to the previous screen.

Style notes

Underline

Underline. Switches underlining on or off.

Bold. Switches bold on or off.

Fixed. Controls the number of decimal places.

Currency. Automatically adds a $ symbol to numeric results in a range.
Percent. Automatically adds a % symbol to numeric results in a range.

Formula Text. Allows you to display the formulas, rather than their
results. This is useful, for example, when you want to show someone
how you have set up a particular worksheet.

No Display. Switches the display of selected cells on or off. This is
useful when some cells of the worksheet are used for intermediate
calculations. You can hide these cells and show only what is necessary.

All Off. Cancels all settings made with the above functions and restores
the default settings.

Both Bold and Underline can be applied to the same cell and can be
applied together with one of the other settings as well.

The other settings, from Fixed to All Off, exclude each other. For
example, a cell cannot be set to Percent and Currency at the same time.
If you apply Percent to a cell that was set to Currency, the $ symbol
disappears and a % symbol appears. However, it is possible to set
Formula Text or No Display in addition to either Fixed, Currency, or
Percent. For example, if No Display is set along with Percent and the
No Display setting is cancelled, the % symbol appears again,

Underline draws a line across the entire cell regardless of its contents.
This function is used to separate rows of the worksheet.

All Style functions apply to empty cells. If you set an empty cell to Bold
and Percent, a numeric value entered later in that cell is bold and has 2
percent symbol.

The Underline function allows you to draw horizontal lines separating
rows. When a cell is set to Underline ON, the underlining extends from the
left to the right end of the cell, regardless of its contents.

1. Move the cursor to a corner of the range of cells you want to

underline. Press MENU to show the menu bar; choose Underline from
the Style menu (short cut: CODE + N). This message appears:

Move cursor to end of bleck to be formatted and press RETURN.
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2. Move the cursor to the opposite corner of the range of cells you want
to underline and press RETURN. A dialog box appears:

Underline?

Use cursor to select and press RETURNMN.

[OFF] [CANCEL]

3. Select ON, OFF, or CANCEL and press RETURN.
¢ ON. Underlines all the cells in the range.
* OFF. Removes underline from cells in the range.
* CANCEL. Returns to the previous display.

Bold
The Bold function changes the type style of the cell contents (text) to bold.

1. Move the cursor to a corner of the range of cells you want to bold.
Press MENU to show the menu bar; choose Bold from the Style menu
(short cut: CODE + B).

2. Move the cursor to the opposite corner of the range of cells you want
to bold and press RETURN. A dialog box appears:

Bald?

Use cursor to select and press RETURDL.

[OFF] [CANCEL]

3. Select ON, OFF, or CANCEL and press RETURN.
* ON. Sets all the cell contents in the range to bold.
¢ OFF. Removes bold from cells in the range.
s CANCEL. Returns to the previous display.

Fixed
The Fixed function allows you to control the number of decimal places
that display and allows you to use commas to separate the thousands. The
default is an Auto mode, which displays up to five decimal digits. The
setting does not affect the number of decimal places that are actually
stored in the memory.

1. Move the cursor to a corner of the range of cells you want to format.
Press MENU to show the menu bar; choose Fixed from the Style
menu.

2. Move the cursor to the opposite corner of the range of cells you want
to format and press RETURN. The FIXED dialog box appears:

<< FIXED »>
FIXED DISPLAY: | Y E ]
SEPARATCR: N
DECIMAL PLACES [0 ~ 5] a

Press SPACE lo change selting and press RETURN.
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Currency

3. Press T and | to move the cursor to the desired setting. Press the
SPACEBAR to alternate between YES and NO. Press the numeric
keys to set the number of decimal places.
¢ FIXED DISPLAY:
YES—Cancels the settings of Currency and Percent and enables
the setting of the FIXED dialog box.
NO—Cancels the Fixed setting in the designated range and
returns the default Auto mode.

* SEPARATOR:
YES—Displays the numeric values with commas separating the
thousands (for example, 1,234,567).
NO—Displays the numeric values without commas.

* DECIMAL PLACES [0-5]: Displays the numeric value with the

specified number of decimal places. If a numeric value has more

decimal digits, it is rounded off. If it has less, zeroes are added to
the right.

4, Press RETURN when you finish.

The Currency function automatically adds a dollar sign $ to the left of
numbers. Like the Fixed function, it controls the number of decimal digits

and automatically separates the thousands with commas. This function can
also hide zero values.

1. Move the cursor to a corner of the range of cells where you want to

add a dollar sign. Press MENU to show the menu bar; choose
Currency from the Style menu.

2. Move the cursor to the opposite corner of the range of cells you want
to format and press RETURN. The CURRENCY dialog box appears:

<< CURRENCY >>

CLURREMCY DISPLAY:
ZERO DISPLAY: YES
SERARATOR: NG
DECIMAL PLACES[0 ~ 5 2

Press SPACE lo change selting and press RETURN.

3. Press T and | to move the cursor to the desired setting. Press the
SPACEBAR to alternate between YES and NO. Press the numeric
keys to set the number of decimal places.

* CURRENCY DISPLAY:

YES—Cancels the settings of Fixed and Percent and enables the
setting of the CURRENCY dialog box. A dollar sign displays to
the left of the numeric values.

NO—Cancels the Currency setting and removes the dollar sign.
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Percent

* ZERO DISPLAY:
YES—Displays numeric values that are equal to zero. If the
number of decimal places is set to two, for example, the display
of 0 is $0.00,
NO—Changes the display so that no numbers appear (the cells
appear empty).

* SEPARATOR:
YES—Displays the numeric values with commas separating the
thousands (for example, 1,234,567).
NO—Displays the numeric values without commas.

* DECIMAL PLACES [0-5]: Displays the numeric value with the

specified number of decimal places. If a numeric value has more

decimal digits, it is rounded off. If it has less, zeroes are added to
the right.

4. Press RETURN when you finish.

The Percent function automatically shows numbers as percentages. To do
this, Whisperwriter multiplies the values by 100 and adds a percent sign (%)
to the right of the number. The Percent function also provides decimal
control.

1. Move the cursor to a corner of the range of cells where you want to

show numbers as percentages. Press MENU to show the menu bar;
choose Percent from the Style menu.

2. Move the cursor to the opposite corner of the range of cells you want

to format and press RETURN. The PERCENT dialog box appears:

<< PERCENT >>

FERCENT CISPLAY:
CECIMAL PLACES[O ~ 5]t

Press SPACE to change setling and press RETURNMN.

3. Press T and | to move the cursor to the desired setting. Press the

SPACEBAR to alternate between YES and NO. Press the numeric
keys to set the number of decimal places.

¢ PERCENT DISPLAY:

YES—Cancels the settings of Fixed and Currency and enables
the setting of the PERCENT dialog box. Numeric values are first
multiplied by 100; then a percent symbol displays to the right of
the value.

NO—Cancels the percent settings and removes the percent sign.
* DECIMAL PLACES [0~5]: Displays the numeric value with the
specified number of decimal places, If a numeric value has more

decimal digits, it is rounded off. If it has less, zeroes are added to
the right.

4. Press RETURN when you finish.
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Formula Text
The Formula Text function allows you to display formulas (rather than
their result) in cells. Use this feature to print all the formulas you have

created.

1. Move the cursor to a corner of the range of cells where you want to
display formulas in cells. Press MENU to show the menu bar; choose

Formula Text from the Style menu.

2. Move the cursor to the opposite corner of the range of cells you want
to format and press RETURN. A dialog box appears:

Forrmmula Text?
Use cursor to select and press RETWURNM.
= [OFF] [CAMNCEL]

3. Select ON, OFF, or CANCEL and press RETURN.
* ON. Displays formulas instead of their results.
* OFF. Displays the result in any cell that was displaying a formula.
* CANCEL. Returns to the previous display.

No Display
The No Display function allows you to hide the contents of cells. Use this
function to hide cells used only for intermediate results that do not need to
appear in your worksheet.

1. Move the cursor to a corner of the range of cells where you want to
hide the contents of cells. Press MENU to show the menu bar; choose
No Display from the Style menu.

2. Move the cursor to the opposite corner of the range of cells you want
to format and press RETURN. A diclog box appears:

Mo Display?

Use cursor to select and press RETURMN.

[OFF] [CANCEL]

3. Select ON, OFF, or CANCEL and press RETURN.

* ON. Changes the display so that the contents of all the cells in the
range appear empty.

* OFF. Displays the contents of all the cells.
* CANCEL. Returns to the previous display.
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All Off

Block Functions

- T

CopyiA Range of Cells)
Capy(Ona Callto Olhar Cels)
Clear

Capy to Clip Board

Pasla from Clig Board

Oplion

You can press CANCEL at any
ime to cancel the function.

The Block operations move the
Style settings of the individual
cells with the cells.

The All Off function allows you to reset all the attributes of the selected
cells to their default settings (underline off, bold off, fixed auto decimal,
currency and percent off, no commas, formula text off, no display off).

1. Move the cursor to a corner of the range of cells you want to reset.
Press MENU to show the menu bar; choose All Off from the Style
menu.

2. Move the cursor to the opposite corner of the range of cells you want
to format and press RETURN. A dialog box appears:

Use cursor o select and press RETURNL

OK to delate formalt?
["ES]

[INO]

* YES. Deletes all the Style settings and restores the default settings
in the selected range.,

* NO. Cancels the function and returns to the previous display.,

Use the Block functions to change the location of a range of cells.

s Move. Moves a range of cells to another location. The original location
is left empty.

* Copy (A Range of Cells). Copies a range of cells to another locaton.
The original location is left unchanged.

* Copy (One Cell to Other Cells). Copies one cell to all the cellsin a
range.

s Clear. Empties all cells in a range.
¢ Copy to Clip Board. Copies a range of cells to the clip board.

* Paste from Clip Board. Pastes the contents of the clip board into the
worksheet.

Absolute and relative addresses

Whenever the layout of your spreadsheet is altered, and the data within a
cell has been copied, the cell reference in the formulas is updated
accordingly. A cell with a relative address is updated to reflect most layout
changes. However, there may be times that you do not want the cell
address in the formula updated. A cell with an absolute address is
generally not updated when you change the layout.

Cell addresses are considered relative unless a $ (dollar sign) is placed at
the beginning of the cell address in the formula: Al is a relative address;
$A1 is an absolute address.
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Move
The Move function allows you to move a range of cells to another location.

The original cells are cleared.

1. Move the cursor to a corner of the range of cells you want to move.
Press MENU to show the menu bar; choose Move from the Block

menu (short cut: CODE + E). This message appears:

lMove cursor to end of block to be moved and press RETURN. J

2. Move the cursor to the opposite corner of the range of cells you want
to move and press RETURN. This message appears:

Move cursor to destination for blocked data and press RETURN. J

3. Move the cursor to the upper left corner of the destination range and
press RETURN.
* If the new destination is such that the relocated data exceeds the
limits of the worksheet, this message appears:

Range exceeds boundary of spreadsheet!

Move canceled.
FPress any hay to continue.

 If the destination has protected cells (cells you cannot erase or
overwrite without first removing the protection) data transfer is
canceled and this message appears:

Protectaed cell error!
Press any key to continue.

Copy (A Range of Cells)
This function works like the move function except the original range of
cells is not cleared.

1. Move the cursor to a corner of the range of cells you want to copy.
Press MENU to show the menu bar; choose Copy (A Range of Cells)
from the Block menu (short cut: CODE + C). This message appears:

IMove cursor to end of block to be copied and press RETURN. |

2. Move the cursor to the opposite corner of the range of cells you want
to copy and press RETURN. This message appears:

|Mcve cursor to destination for blocked data and press RETURN. I
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3. Move the cursor to the upper left corner of the destination range and
press RETURN.

* If the new destination is such that the relocated data exceeds the
limits of the worksheet, this message appears:

Copy canceled.
Range exceeds boundary of spreadsheetl!
Press any key to continue.

* If the amount of data that you try to copy is such that your file
becomes too large, this message appears:

Copy incomplete. Mermory fullt
Press any key to continue.

If any key is pressed, the data that could be copied is displayed.

¢ If the destination has protected cells (cells you cannot erase or
overwrite without first removing the protection) copy is performed
only on unprotected cells and this message appears:

Frotected cell error!
Press any keay to continue.

Copy (One Cell to Other Cells)

This function allows you to copy one cell to all the cells of a specified
range.

1. Move the cursor to the cell you want to copy. Press MENU to show
the menu bar; choose Copy (One Cell to Other Cells) from the Block
menu. Before pressing MENU, make sure the cursor is in the cell you
want to copy. This message appears:

Move cursor to start of block to be copied and press RETURN. 1

2. Move the cursor to one corner of the destination range and press
RETURN. This message appears:

(Mcve cursor to end of block to be copied and press RETURN. T
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3. Move the cursor to the opposite corner of the destination range and
press RETURN.

e If the amount of data that you try to copy is such that your file
becomes too large, this message appears:

Copy incomplete. Menory fulll
Prezs any key to continue.

If any key is pressed, the data that could be copied is displayed.

¢ If the destination has protected cells (cells you cannot erase or
overwrite without first removing the protection) the copy
procedure is performed only on unprotected cells and this
message appears:

Frotected cell error!
Fress any key to continuea.

Clear
This function clears all the cells in a range.
1. Move the cursor to a corner of the range of cells you want to clear.

Press MENU to show the menu bar; choose Clear from the Block
menu (short cut: CODE + D). This message appears:

|Move cursor to end of block to be cleared and press RETURN. |

2. Move the cursor to the opposite corner of the range of cells you want
to clear and press RETURN. A dialog box appears:

Clear?

Use cursor to select and press RETURMN.
[VES] [NO]

3. Select YES or NO and press RETURN.
YES. Clears the range.

NO. Cancels the function and returns to the previous display.

¢ If the selected range has protected cells (cells you cannot erase or
overwrite without first removing the protection), only
nonprotected cells are cleared and this message appears:

Protected cell error!
Prass any key to continue.

Copy to Clip Board/Paste from Clip Board

These operations are described in “Clip Board” on page 223.
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Sheet Functions

e Use the Sheet functions to adjust the width of columns, freeze, insert or

Option
™ remove rows and columns, recalculate the results of formulas, and protect

Title

important parts of the worksheet.
Insert
Delete * Column Width. Changes the width of columns.
Recals
Range Protect s Title. Freezes column(s) or row(s) on the screen so that the labels they
Warksheet Protest contain are always visible when you scroll the worksheet. The same
Calculation Mathod function is used to release frozen columns or rows.

* Insert. Inscrts blank rows or columns in thc middle of the worksheet.

When columns or rows are * Delete. Removes columns or rows from the worksheet.
inserted or deleted from the

worksheet, cells are renumbered.  » Recalc. Updates the results of all formulas.
You can press CANCEL at any

time to cancel these functions. * Range Protect. Protects a range of cells against accidental deleting or
overwriting, The same function removes the protection.

* Worksheet Protect. Enables or disables the protection of a range of
cells from accidental deleting or overwriting.

¢ Calculation Method. Changes the method of calculation.

Column Width

This function allows you to change the width of columns. It applies to the
entire selected column, from the top to the bottom of the worksheet.

1. Move the cursor to the leftmost or rightmost column where you want
to change the width. Press MENU to show the menu bar; choose
Column Width from the Sheet menu. The COLUMN WIDTH dialog box
appears:

£< COLUMN WIDTH >+

HOW7: YRS
WHERE™: CHOICE

Press SPACE to change selting and press RETURN.

2. Press T and | to move the cursor to the desired setting. Press the
SPACEBAR to change the settings.

s HOW?:

MANUAL—Manually sets the width (you have to enter a value
for the width).

AUTO—Automatically sets the width (the width is set
automatically so that the longest entry of the selected columns}
can fit).

DEFAULT—Resets the width to 10 characters (default value).
* WHERE?:
CHOICE—Applies the change to specified column(s) only.
GLOBAL—Applies the change to the entire worksheet.
3. Press RETURN when you finish.
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Title

How

Manual Auto Default
Select column(s). |Select a range. See | Select column(s).
. |See step 4. Enter |step 4. See step 4.
Choice a value ’f)or the g P
Where width. See step 5.
Enter a value for | Operation is carried | Operation is carried
Global (the width. See out immediately. out immediately.

step 5.

il

4. If you apply MANUAL or DEFAULT with CHOICE, the entire column
is highlighted and this message appears:

iMark columns for width change and press RETURN.

Move the cursor horizontally to mark more columns, if necessary,
and press RETURN.

If you apply AUTO with CHOICE, this message appears:

Press é, — to mark columns for width change, T,  to
mark rows for data scan.

Press « and — to choose the columns. Press T and ! to choose the
length of the data scan range and press RETURN.

5. If you have to enter a value for the width, the COLUMN WIDTH SET
dialog box appears:

CHANGE COLUMN:
COLUMN WIDTH:

Type number and press RETURN.

<< COLUMN WIDTH 5ET >>»

XX -XX
X

Type a number for the new column width and press RETURN.

* If you apply an AUTO width change to an empty column, the
width of that column does not change.

¢ The maximum width of a column is 95 characters. The minimum
width is one character. If you try to specify values outside this
range, you hear a beep.

The Title function freezes the first rows/columns of a large worksheet so
that the titles they contain are always visible when you scroll the sheet.

1. Press MENU to show the menu bar; choose Title from the Sheet
menu. The TITLE dialog box appears:

<< TITLE >>

TITLE FREEZE QR RELEASE:

CIRECTION:

COLUMNS

Prass SPACE to change selting and press RETURN.
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2. Press T and { to move the cursor to the desired setting. Press the
SPACEBAR to change the settings.

* TITLE FREEZE OR RELEASE:
FREEZE—Freezes column(s) or row(s).
RELEASE—Releases frozen columns or rows.

* DIRECTION:
COLUMNS—Applies the change to column(s) only.
ROWS—Applies the change to row(s) only.
BOTH—Applies the change to both column(s) and row(s).

3. Press RETURN when you finish.

If you selected TITLE FREEZE OR RELEASE: RELEASE, the frozen
column(s) or row(s) or both are released and this message appears:

{Frozen columns/rows have been released. -?

If you selected TITLE FREEZE OR RELEASE: FREEZE, this message
appears:

Move cursor to right of the columns/one row below the rows
to be frozen and press RETURN.

4. To freeze columns, move the cursor to the right of the last column to
be frozen.

Example: To freeze columns A and B, move the cursor to
column C.

To freeze rows, move the cursor one row below the last row to be frozen.
Example: To freeze rows 1 and 2, move the cursor to row 3.

To freeze both columns and rows, combine the procedures for columns
and rows.

Example: To freeze column A and row 1, move the cursor to cell
B2.

5. Press RETURN.

* You cannot freeze rows when displaying two files at a time (Dual
Screen mode). If you switch to the Dual Screen mode while rows
are frozen, they are automatically released and this message

appears when you switch between files with the Change Screen
command:

Frozen rows have been released.

Insert

This function inserts blank rows or columns in the middle of the
worksheet.

1. Move the cursor to the cell where you want to insert rows or
columns.

Example 1: To insert a row between rows 1 and 2, move the
Cursor to row 2,
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Example 2: To insert a column between columns A and B, move
the cursor to column B.

2. Press MENU to show the menu bar; choose Insert from the Sheet
menu (short cut: CODE + ). The INSERT dialog box appears:

<< INSERT 22

INSERT COLUMNS OR ROWS: ot
NUMBER OF COLUMNSIROWS TOINSERT: 1

Press SPACE lo change setting and press RETURN.

3, Press T and | to move the cursor to the desired setting. Press the
SPACEBAR to alternate between COLUMNS and ROWS and type a

number.
¢ INSERT COLUMNS OR ROWS:
COLUMNS—Inserts column(s).
ROWS—Inserts row(s).
* NUMBER OF COLUMNS/ROWS TO INSERT: Enter the number of
columns or rows you want to insert (1-99).

When you insert a row between rows 1 and 2, a new empty row 2
is inserted, and subsequent rows are renumbered (old row 2
becomes new row 3, etc.).

When you insert a column between columns A and B, a new
empty column B is inserted, and subsequent columns are
renumbered (old column B becoming new column C, etc.).

Relative addresses in a formula are automatically adjusted.

Example: C1 contains (A1+B1) and you insert a column between
A and B. C1 becomes D1 and now contains (AI+C1).

If the amount of columns or rows to be inserted is such that
subsequent columns or rows that already contain data are pushed
outside the limits of the worksheet, this dialog box appears:

lnseart will result in data loss!
Iz it QOK?

Use cursor to select and press RETURRNL

[YES]

If you select NO, insertion is canceled. If you select YES, insertion
is performed with data lost, unless one or more cells among the
data to be lost is protected, in which case this dialog box appears
and insertion is canceled:

Frotected celil error!
Press any key to continue.
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Delete
The Delete function removes columns or rows from the worksheet.

1. Move the cursor to the first column or row that you want to delete.
Press MENU to show the menu bar; choose Delete from the Sheet
menu. 7he DELETE dialog box appears:

<< DELETE >>

DELETE COLUMNG OR ROWS: [w)
NUMBER OF COLUMNSIROWS TO DELETE:

Press SPACE to change setting and press RETURMN.

2. Press T and { to move the cursor to the desired setting. Press the
SPACEBAR to alternate between COLUMNS and ROWS and type a
number.

* DELETE COLUMNS OR ROWS:
COLUMNS—Deletes column(s).
ROWS—Deletes row(s).

* NUMBER OF COLUMNS/ROWS TO DELETE: Enter the number of
columns or rows you want to delete (1-99).

3. Press RETURN. This message appears:

Delete?

Use cursor to select and press RETURN.

[YEZ] INOT

Select YES to delete or NO to cancel; then press RETURN.

* Relative addresses in a formula are automatically adjusted.

Example: D1 contains (B1+C1) and you delete column A.
D1 becomes C1 and now contains (A1+B1).
* After deletion, subsequent columns or rows are renumbered.

* If one or more cells among the data to be deleted are protected,
this dialog box appears and deletion is canceled:

Fratected cell erraor!
Press any key to continue.

Recalc

Whisperwriter constantly checks for the need to recalculate the entire
worksheet. If recalculation is necessary, the dialog box below appears
immediately before printing or immediately before sorting or selecting:

The sheet neads recalculation.
FRecalculatae?

Use cursor to select and press RETURN.

[(YES] [N
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To recalculate, select YES and press RETURN. The message “Working ...”
displays while recalculation is carried out.

If you do not want to recalculate, select NO and press RETURN.

e Recalculation is carried out first from top to bottom and then from left
to right.

* The system performs recalculation of the worksheet twice. If you are
using formulas referring to cells that refer to other celis, sometimes the
system cannot give the correct results immediately. You may need to
use the recalculation function again if your spreadsheet is using very
complex formulas.

To recalculate manually, press MENU to show the menu bar; choose Recalc
from the Sheet menu (short cut: CODE + RETURN).

The message “Working ...” displays while recalculation is carried out. When
a file is opened that has not been recalculated but has been saved, the
following message appears to prompt you to recalculate manually:

The sheet needs recalculation. Recalculate.

Range Protect

This function protects a range of cells against accidental deleting or
overwriting. The same function removes the protection. Three things to
remember when using Range Protect are:

* When a cell is protected, you cannot delete or overwrite its contents,
You also cannot delete the row or columns it is in.

* You can use the Range Protect function to avoid accidental deletion or
modification of cells that contain complicated formulas.

* The cell can be updated by recalculation, but the formula itself cannot
be changed.

1. Move the cursor to one corner of the range you want to protect.
Press MENU to show the menu bar; choose Range Protect from the
Sheet menu. This message appears:

Move cursor to end of block te be protected on/ocff and
press RETURN.

2. Move the cursor to the opposite corner of the range you want to
protect and press RETURN. A dialog box appears:

Frotect?

Use cursor to select and press RETURN.

(=1} [OFF] [CAMNCEL]

3. Select ON, OFF, or CANCEL and press RETURN.
* ON. Protects all the cells of the range.
* OFF. Changes all the cells in the range to unprotected.
* CANCEL. Returns to the screen before MENU was chosen.
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Worksheet Protect

Calculation Method

The Worksheet Protect function enables or disables the protection of a
range of cells from accidental deleting or overwriting. When a worksheet is
protected, you cannot delete or overwrite its contents.

1. Press MENU to show the menu bar; choose Worksheet Protect from
the Sheet menu. A dialog box appears:

Worksheet Protect?

Use cursor to select and press RETURN.
ISNE=ES) (DISABLE] [CANCEL]

2. Select ENABLE, DISABLE, or CANCEL and press RETURN.
* ENABLE. Turns on the Range Protect function.
* DISABLE. Turns off the Range Protect function.

* CANCEL. Returns to the previous position before MENU was
chosen.

This function allows you to change the calculation method. This function is
useful when you are using the Spreadsheet for financial purposes.

1. Press MENU to show the menu bar: choose Calculation Method from
the Sheet menu. This dialog box appears:

Calculation Precision?

Use cursor to select and press RETURN.
RS =SSR, [\ JSE PRECISION AS DISPLAYED] [CANCEL]

2. Select USE FULL PRECISION, USE PRECISION AS DISPLAYED, or
CANCEL and press RETURN.
¢ If you select USE FULL PRECISION, calculation is carried out
precisely. (See the example on the next page.)

* If you select USE PRECISION AS DISPLAYED, this dialog box
appears:

OK to lose accuracy?

Use cursor to select and press RETURNMN.
[TES] [NO]

YES. Calculation is carried out as displayed.
NO. Cancels the function.

* If you select CANCEL, you return to the previous position before
MENU was chosen.
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Example 1: USE FULL PRECISION

1. Enter 1/4 (0.25) in cell Al. (Decimal places: 1)

3. Enter +A1xB1 in cell C1. The precise value stored in the cell is used
for the calculation.

Example 2: USE PRECISION AS DISPLAYED

1. Enter 1/4 (0.25) in cell Al. (Decimal places: 1)

3. Enter +A1xBl1 in cell C1. The displayed value is used for the
calculation. This function is useful for financial purposes.
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Option Functions

Sheet [OOTE  Scieen Frint Use the Option functions to spell check your text and to maintain a User
e el Dictionary or Abbreviated Phrase File.
Spell Check A . . X N
User Dictionary Maintenance * Abbreviated Phrase Maintenance. Edits the Abbreviated Phrase

memory.
* Spell Check All. Spell checks the alphanumeric entries.
* User Dictionary Maintenance. Edits the User Dictionary.

Abbreviated Phrase Maintenance
Use the abbreviation function to type long strings faster. The Abbreviated
Phrase memory can be edited from the Spreadsheet application the same
as with the Word Processing application. For information, see
“Understanding Abbreviated Phrase Memory” on page 81.

Spell Check All

This function starts the spell check feature. The operations are the same as
in Word Processing. For information see “Spell Check All” on page 84.

* When an error is found, the cell is highlighted and its contents appear
in the input area with the misspelled word highlighted.

* Frozen cells are not checked.

* You cannot correct a protected cell.

* You cannot enter more than 240 characters when retyping.

User Dictionary Maintenance

Operations are the same as in Word Processing. For information, see “User
Dictionary Maintenance” on page 87.

Screen Functions

Use the Screen functions to control the display. This function is available
only when working in Dual Screen mode.

¢ Change Screen. Changes the active file while working in Dual Screen
mode.

* Split Size (WP-7700C]J). Adjusts the screen size while working in Dual
Screen mode.

Change Screen
The operations are the same as in Word Processing. For information, see
“Change Screen” on page 92.
* The short cut keys CODE + Q can be pressed only when you are in
Command mode.

s If the file that becomes active is a Spreadsheet file, you are in
Command mode.

Split Size (Model WP-7700CJ only)

The operations are the same as in Word Processing. For information, see
“Split Size” on page 93.
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Print Functions

Screen lm
e .

|

Use the Print function to print a range of cells or the entire worksheet.

To specify print area, move the cursor to a corner of the range you want to
print. Press MENU to show the menu bar; choose Print from the Print menu
(short cut: PRINT). The SPREADSHEET PRINT MENU dialog box appears:

<< SPREADSHEET PRINT MENU >3
PRINT AREA:
FRINT PQINT: 12 POINT
PRINT GUALITY: MED UM
CUT SHEET FEEDER: CFF
PAGE SETUP: LETTER PORTRAIT

F‘ress SPACE to change setling and press RETURRN. I

Setting the Print Options

Print Area

Press T and | to move the cursor to the desired setting. Press the
SPACEBAR to sclect the desired options. Press RETURN when you finish.

You can print a specified range or the entire worksheet.

To print the entire worksheet, press the SPACEBAR to display GLOBAL.
OR
To print a range of cells, follow the steps below:

1. Press the SPACEBAR to display RANGE (XX..XX).
2. Press — or TAB. This message appears:

IMove cursor te end of block to be printed and press RETURN. J

3. Move the cursor to the opposite corer of the range to be printed and
press RETURN. The selected range now displays in the SPREADSHEET
PRINT MENU next to the PRINT AREA heading. This range specification
is saved along with your file and is not reset until you change it.

The line under the PRINT AREA specification shows how many rows
are going to print as well as the number of characters in the rows,
This helps to prevent trying to print longer rows than can fit on the
paper. (See “Page Setup” on the next page.)
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Print Point

Print Quality

Print Frozen Title

Cut Sheet Feeder

Page Setup

Press the SPACEBAR to select the size of the printed characters: 7, 10, or
12 points.

Press the SPACEBAR to select print quality: FINE, MEDIUM, or DRAFT.
DRAFT prints faster and uses less ink. MEDIUM quality printing is between
FINE and DRAFT. Use DRAFT for trial copies and FINE for [inal copies.

If you change PRINT AREA from GLOBAL to RANGE (XX..XX), PRINT
FROZEN TITLE appears on the menu. Press the SPACEBAR to select YES
to print frozen title cells or NO if you do not want to print the frozen title
cells. If PRINT FROZEN TITLE is set to YES, a line showing how many
rows 4re going to print as well as the number of characters in the rows
displays under PRINT FROZEN TITLE.

Set CUT SHEET FEEDER to ON to feed paper automatically with the cut
sheet feeder or OFF to feed paper without the cut sheet feeder, or.you can
manually feed a single page with the cut sheet feeder.

The current paper size is indicated beside the PAGE SETUP heading in the
SPREADSHEET PRINT MENU. If you change PRINT AREA from GLOBAL to
RANGE (XX..XX), the maximum number of rows/characters that can print
on a single page is indicated under the PAGE SETUP heading. Compare
these numbers with the number of rows and characters in the current file
to determine if all the data fits on a page. If the data cannot fit, it is cut off.

If the selected print area cannot fit, try to reduce the character size and/or
change the PAGE SETUP.
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Changing the Page Setup

To change the PAGE SETUP, go to the SPREADSHEET PRINT MENU and
follow the steps below: (See “Print Functions” on page 137 to learn how to
get to the SPREADSHEET PRINT MENU.)

1. Move the cursor down to PAGE SETUP; then press — or TAB. The
PAGE SETUP dialog box appears:

<< PAGE SETUP >>

PAPER SIZE & ORIENTATION: 8.50
$.1.00T
LETTER LANDSCAPE i
Ad PORTRAIT
A4 LANDSCAPE 9.00711.00
AS PORTRAIT v
£_1.00
OTHER - r
1.00 ||, 7.50 |}  _0.00

Press 1, 4 lo change setling and press RETURN.
Press +, -+ lo move o another selting.

2. Press T and | to move the cursor to select the paper size and
orientation. This determines the width and length of the paper and
the margins.

3. Press the cursor keys to move the cursor to each entry field to type
the desired values in inches.

* You can move the cursor to the underlined fields only. The margin
entry fields are always underlined. The width and length are
underlined only if you select OTHER for the paper size.

* Each field has room for five characters (four digits and a decimal
point). Pressing BACKSPACE or DELETE clears the whole field.

* If the data area width is less than one inch or the length is less
than four inches, this message appears:

|Incorrect setting! I

¢ With OTHER, if you set the width to more than 12 inches or the
length to more than 14.33 inches, this message appears:

lIncorrect setting! j

Adjust the left and right margins so you can print all of the row of
your selected print area.

4. When you finish, press RETURN to return to the SPREADSHEET
PRINT MENU.
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Printing

The maximum length of paper
that can print is 14.33 inches.

1. When all the settings of the SPREADSHEET PRINT MENU are
complete, press RETURN. This message appears:

Insert paper and préss RETURN.

2. Set paper according to the PAPER SIZE & ORIENTATION settings.

If the paper size is less than 10.55 inches (Letter Portrait, A4 Portrait,&
A5 Portrait), align the paper with mark A. (See below.)

If the paper size is more than 10.55 inches, align the paper with mark
B. If you still think the left margin is too large, align the paper with a
more appropriate position.

B A

v ——

Press P INS to insert the paper and press RETURN to start printing.

* If you try to print a range but did not specify the range (the
indication Row: and CHARACTER: shows XXX instead of actual
settings), this message appears:

(E\Io range print area! Press TAB then mark range for printing. ’

» If a whole row cannot fit between the left and right margins, the
word processor prints the portion that can print and displays this
message:

ﬁ.ine {s} truncated. J

e During printing, press CANCEL to stop printing.
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4 Addressbook

Use Addressbook to enter and organize information such as a list of
names, addresses, telephone numbers, and fax numbers.

Each entry is called a record and displays as a single row divided into
several items. On the top of the list of records, labels identify each item.
You can edit, sort, and print the list. Parts of the list can be selected
according to specific conditions.

When you save an Addressbook file, the system adds the extension .MRG
to the file name. Files with that extension can be used for merge printing
with Word Processing files.

Starting Addressbook

To create a new Addressbook file or recall a stored Addressbook file:

1. Turn the power on to display the Main Menu.

2. To retrieve an Addressbook file from a diskette, insert that diskette
into the disk drive.

3. Press 3 or the cursor keys to select the Addressbook icon and press
RETURN. If you insert a diskette, the list of the Addressbook files stored
Addressbook on the diskette appears.

Word Spread- Address-
/ Processing\ / sI!:eet \ / book \__
If you get a message that you

have an unformaited or damaged FHEWEQOK I-
diskette, ejther replace the
diskette with another or go to
page 25 in Getfing Started for
instructions on how to initialize a
diskette.

= = ——————————————— |

Remember that you can press 4. To open a stored file, press the cursor keys to select the file you want

fggE + Hlo get on—screen to retrieve and press RETURN. To open a new document, press
RETURN with *NEWBOOK selected. If you retrieve an existing
Addressbook file, the View screen appears. If you start a *NEWBOOK,
the Data Input screen appears, and you can enter your first record.
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Addressbook Screens

View Screen

if you are in the View screen,
press RETURN fo dispiay the
Data Input screen.

To view both screens at the
same fime, press MENU to show
the menu bar; choose Open File
for Dual from the File menu. If
the View screen displays at the
bottom, press RETURN to
display the Data Input screen.

Data Input Screen

if you are in the Data Input
screen, press CODE + RETURN
to dispiay the View screen.

To view both screens at the
same time, press MENU to show
the menu bar; choose Open File
for Dual from the File menu.

If the Data input screen displays
at the bottom, press CODE +
RETURN to display the View

screen.

Addressbook uses two screens: the View screen and the Data Input screen.

The View screen appears when you open an existing Addressbook file.

a__|b I Jd_ le If IE]
NR/HG|LAST NAME FIRST NAME TELEPHONE FAX NO. TITLE CONPANY
y | M Connelly Patrizk 212-308-5250 210-308-5080 Director The Bank
Y | M Blay Harrizon
W | b e avar Anthany 313-257-3850 313-267~-8242 Manager FMK
f |Mrs  |Johnson Elizabeth 914-755-0877 914-765-0666 Designer Internat
i 1 Mr Blann Kevin 212-838-870¢ 212-896-3800 President Public R
/ [Migs {Andreuws Barbara 608-257-624z2

The View screen displays a list of your records. Use the View screen to
make large—scale edits such as moving or deleting a block of records or
sorting records. You cannot edit the contents of a record from this screen.

The check marks at the left of the records indicate they are selected for
printing. (A new record that you create is automatically selected for
printing.) For more information about selecting a record for printing, see
page 150.

The Data Input screen appears when you open a new file. It is used for
creating a new record [or an Addressbook file,

HR/MS M

LAST NAME Fletcher
FIRST NAME Lawrence
TELEPHONE 201-272-5110

FAK M.

TITLE

COMPANY

ADDRESS 33-25 Woodside Avenus, Woodside
CITY New Yark

STATE New York

ZIP 113770

The Data Input screen appears when you open a new file. It displays the
empty record where you enter the data of that record. You can edit
the data after it is entered.
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Working with Addressbook

When creating or editing an Addressbook file, keep the following points in
mind:

s The width of a column can be set between one and 71 characters.

* You can have a maximum of 20 different labels.

* The maximum length of a label name is 12 characters.

File
The File menu is available on both the View and Data Input screens. Use
the File menu to open, save, or close your files and to return to the Main
Menu or go to the File Management mode. These functions work the same
If you get a message indicating as in the Word Processing application. For more information, see “Using

that you have an unformatted or
damaged disk, either replace the

diskette with another one or go to Em

the File Functions” on page 44.

Input  Fecord Em Jump  Label

Save Fila
Open File for Dual
Close File

File Management

page 25 in Getting Started for
insfructions on how fo initialize a
diskette.

Save File
Open File for Dual
Close File

Fite Managemant

View Menu Data Input Menu 7

Input Functions (View Screen)

[ Fle Dol Recod Use the Input functions below to create a new record or move to the top
e Fecod or bottom of the list.

Top Recard
Eoﬁum Record ¢ New Record. Creates a new record.

* Top Record. Jumps to the first record.

¢ Bottom Record. Jumps to the last record.

New Record

The New Record function allows you to add a new record at the end of
your Addressbook.

Press MENU to show the menu bar; choose New Record from the Input

menu (short cut: CODE + R). This switches the display to the Data Input
screen.

The data entry fields will be empty. The new data that you enter is
added at the end of your list when you return to the View screen.
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Top Record

Use Top Record to move to the first record of your Addressbook file. The
record appears on the Data Input screen.

Press MENU to show the menu bar; choose Top Record from the Input
menu.

Bottom Record

Use Bottom Record to move to the final record of your Addressbook file.
The record appears on the Data Input screen.

Press MENU to show the menu bar; choose Bottom Record from the
Input menu.

Record Functions (View Screen)

P Use the Record functions below to change the location or appearance of
~ = an entire block of text.

» Move. Moves records from one location to another location in
Addressbook.

¢ Copy. Copies a block of records to another location. The original
records are not changed.

Eopy to Clip Board
Pasle from Clip Board
Insart

¢ Delete. Removes a block of records.
* Copy to Clip Board. Copies a block of records to the Clip Board.

* Paste from Clip Board. Pastes the contents of the Clip Board into the
Addressbook.

¢ Imsert. Inserts a blank record.

Move

This function removes a block of records from its original position and
inserts it at another location.

1. To move records, position the cursor on the first record to be moved.

2. Press MENU to show the menu bar; choose Move from the Record
menu (short cut: CODE + E). This message appears:

[Move cursor to end of block to be moved and préss RETURN. J

3. Move the cursor to the end of the block. As the cursor moves, the text
is highlighted.
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4. Press RETURN when the desired block is highlighted. 7his message
appears:

1Move cursor to destination for blocked record and press RETURN.

5. Move the cursor to where you want the records placed and press
RETURN. The records are removed from their original position and
inserted at the desired location.

Copy
This function copies a block of records to another location without
removing the original records.

1. To copy records, position the cursor on the first record to be copied.

2. Press MENU to show the menu bar; choose Copy from the Record
menu (short cut: CODE + C). This message appears:

{Move cursor to end of block to be copied and press RETURN.

3. Move the cursor to the end of the block. As the cursor moves, text is
bighlighted.

4. Press RETURN when the desired block is highlighted. This message
appears:

[yove cursor to destination for blocked record and press RETURN.

5. Move the cursor to where you want the records placed and press
RETURN. The records are inserted.

Delete

This function removes a block of records.

1. To delete records, position the cursor on the first record to be
deleted.

2. Press MENU to show the menu bar; choose Delete from the Record
menu (short cut: CODE + D). This message appears:

[gove cursor to end of block to be deleted and press RETURN.

3. Move the cursor to the end of the block. As the cursor moves, text is
bighlighted.

4. Press RETURN when the desired block is highlighted. The word
processor asks you to confirm.

Deleta?
Use cursor to select and press AETURN.
[YEE] INOYJ

5. Select YES to delete the block or NO to cancel the function.
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Copy to Clip Board/Paste from Clip Board

These operations are described in “Clip Board” on page 223.

Insert

This function inserts a blank record.

1. Move the cursor to the position where you want a blank record.

2. Press MENU to show the menu bar; choose Insert from the Record

menu. (short cut: CODE + ). A blank record appears at the selected
position.

Label Functions (View Screen)

Reod W] Edl G P Use the Label functions to create, change, or delete labels. The labels are
—— the names at the top of each column.

Delete Labst

Change Label ame & Widkh * Insert Label. Creates a new label.

* Delete Label. Deletes a specified label.
* Change Label Name & Width. Edits a label name and changes the

label width.
Insert Label
This function creates a new label and sets the name and width of the label.
1. Press MENU to show the menu bar; choose Insert Label from the
Label menu. This message appears:
[Move cursor to position for insert label and press RETURN. }
The maximum number of labels 2. Move the cursor where you want a new label and press RETURN.
you can create is 20. This dialog box appears:
The maximum length for a label
name is 12 characters. <<INSERT LABEL »»

The width of a column must be

LABEL NAME: [ |
between one and 71 characters.

LABEL WIDTH: 12

Type label name and press RETURN.

3. Press T and | to move to the desired entry field. Type a label name
and a value for the width. Press RETURN.
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Delete Label

This function removes columns of information together with their labels.

1. Press MENU to show the menu bar; choose Delete Label from the
Label menu. This message appears:

[Move cursor to start of block to be deleted and press RETURN. l

2. Move the cursor to the beginning of the block of labels you want to
delete and press RETURN. This message appears:

rMove cursor to end of block to be deleted and press RETURN. |

3. Move the cursor horizontally to the end of the block of labels you
want deleted. As the cursor moves, the selected labels are bighlighted.

4. Press RETURN when the desired block is highlighted. The word
processor asks you to confirm,

Detate?

Use cursor to select and press AETURN.

[YES] [NO]

5. Select YES to delete the block or NO to cancel the function.

Change Label Name & Width

. This function changes a label name and/or width.
The maximum length for a label
name js 12 characters. 1. Press MENU to show the mcnu bar; choose Change Label Name &

The width of a column must be . ,
betwesn one and 71 characters. Width from the Label menu. This message appears:

Move cursor to position for change and press RETURN. ‘I

2. Move the cursor to the label that you want to change and press
RETURN. This dialog box appears:

<< CHANGE LABEL >»

LABEL NAME: BIRTHDAYA
LABEL WIDTH: 12

[Type label name and press RETURN.

3. Press T and Ll to move to the desired entry field. Type a label name
and a value for the width. Press RETURN.
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Edit Functions (View Screen)

Label Goreen Use the Edit functions to sort your records and to select records from the
~ S ——— file_

e Sort. Sorts the records.

* Select. Selects records.

Sort records

The sort function can perform a This function rearranges the records in alphabetic order.
double sort, primary and
secondary. Usually, you use the 1. Press MENU to show the menu bar; choose Sort from the Edit menu.

family name for primaty sort, and

the first name for secondary sort. This message appears:

“Move cursor to primary sort label and press RETURN.

2. Move the cursor to the primary sort label and press RETURN. 7his
message appears:

t Move cursor to secondary sort label and press RETURN.

3. Move the cursor to the secondary sort label and press RETURN. If
you do not need a secondary sort, leave the cursor on the primary
sort label. A dialog box appears:

Direction?
Use cursor to select and press RETURN.

EENERINEY (DESCENDING] [CANCEL)

4. Press « and - to select and press RETURN when you are finished.
* ASCENDING. Normal alphabetic order (A-Z).
¢ DESCENDING. Reverse alphabetic order (Z-A).
* CANCEL. Cancels the function.
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Select records
This function selects records that match specified conditions. When the
records are found, you can print them or copy them to the Clip Board.

1. Press MENU to show the menu bar; choose Select from the Edit
menu. A dialog box appears:

<< SELECT >>»

HR/HS |
LAST NAME
FIRST NAME
TELEPHONE
FAX NO.
TITLE
COMPANY
ADDRESS
CITY
STATE

ZIP

Type character and press RETURN.

2. Press T and | to move to the desired entry field. Type the desired
conditions.

3. Press RETURN. A/l entries that match your conditions are selected.

A message tells you if the Addressbook cannot find any record that
matches the conditions.

If the Addressbook can find record(s) that match the conditions, those
records appear in the SELECTED DATA dialog box:

<< SELECTED DATA: 6x>»
a b c d
MR/MS (LAST NAME FIRST NAME TELEPHONE
e Fletcher Lawrence 201-272-5110
tr Connelly Patrick 212-308-5250
Mr Glay Harrison

Use cursor to select and press RETRIRN.
Press CODE + t, {, +, 2 to view SELECTED DATA.
28RN [FRINT] (COPY TO CLIP)

[CANCEL]

4. If necessary, press CODE + the cursor keys to scroll through the
displayed data. Press « and — to select an option and press

RETURN.
s EXIT. Returns to the View screen.
¢ PRINT. Prints the selected data.

* COPY TO CLIP. Copies the selected data to the clip board. Once

the data is stored in the clip board, you can paste it into another
file.

¢ CANCEL. Cancels the function.

For details about the Clip Board,
see page 223.

Addresshook 149



Screen Functions (View Screen)

Use the Screen functions to control the display. (This function is available

Edi
— only in Dual Screen mode.)

* Change Screens. Swaps the active file while working in Dual Screen
Basically, the Screen functions mode.

are the same as in the Word

Processing application. For more * Split Size . Adjusts the screen size while working in Dual Screen mode.
information, see “Using the

Screen Functions” on page 92.

Print Functions (View Screen)

= Use the Print functions below to select records for printing and to print

' ' your Addressbook:
Print Record OMNIOFF

* Print. The print function prints envelope labels (LABEL printing) or a
list of records (LIST printing).

* Print Record ON/OFF. Sects the check mark () to turn printing on or
off.

Printing labels
1. Press MENU to show the menu bar; choose Print from the Print menu

(short cut: PRINT). The ADDRESSBOOK PRINT MENU appears:

<< ADDRESSBOOK PRINT MENU >>
PRINT ARPLICATICN:
FRINT RECORD: ALL
PRINT POIMNT: 12 PCINT
PRINT QUALITY: MEDIUM
CUT SHEET FEEDER: OFF
NUMBER OF COPIES: 1
LABEL 51ZE: 2518 X1
NUMBER OF LABELS ACROES: 3

2. Press the cursor keys to move the cursor to the desired setting. Press
the SPACEBAR to change the setting or type the desired value. Press
RETURN when you finish.

* PRINT APPLICATION:
LABEL—Prints envelope labels.
LIST-—Prints a list of the records.

* PRINT RECORD:

ALL—Prints all records.

NOTE: We recommend that you SELECTABLE(V')—Prints records selected with a check mark.
use name brand laser printer

labels such as Avery. High * PRINT POINT:

quality white jabels work better 12, 10, 7 POINTS—Selects the character size.

than clear labels.
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« PRINT QUALITY:
FINE—For final quality printing.
MEDIUM—For average quality printing.
DRAFT—For trial printing.

* CUT SHEET FEEDER:
OFF—Cut sheet feeder is not attached, or you are using manual
paper feed with the cut sheet feeder.
ON—Cut sheet feeder is attached and you want to use it for
automatic paper feed.

* NUMBER OF COPIES:

The number of times the paper is to print maximum 999). In the
label printing, the number of times the label is to print.

* LABEL SIZE:

25/8%1,4x11/3, 4% 1, or 4 x 2—The size of the labels is in
inches. Three 2 5/8 x 1 inch labels fit across the page. The other
sizes allow only two labels to fit across the page.

* NUMBER OF LABELS ACROSS:

3, 1, or 2—If the size is 2 5/8 X 1, three labels can fit across the
page; with other sizes, only two labels can fit across the page.

3. Select LABEL before printing and press RETURN to enter the settings
of the ADDRESSBOOK PRINT MENU. The POSITION SET PRINT

MENU for label printing appears:

<< POSITION SET PRINT MENU >»

¥b.LAST NAME

fc.FIRST NANE —ob
d. TELEPHONE g
e.FAK NO. liijk
£.TITLE

Use cursar lo select label
narne and press SPACE lo sel,

DELETE to clear. Press
RETURN lo slart printing.

This dialog box allows you to decide the contents and structure of
the labels. The left box displays the list of titles (labels) of the current
Addressbook file, preceded by a small letter. The right box shows the
contents and structure of the label. For example, the first line, acb,
means that the first line of the labels consists of Mr. or Ms. followed
by the first name and last name. A blank space is automatically added
between each item.

The default settings correspond to the standard format for envelope
labels in the U.S.A. If this is what you need, you can press RETURN
to start printing. The Addresshook application asks you to insert paper.
See “To Start Printing” on page 154.
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Changing label settings

if you press CANCEL while the
cursor is in the right box, the
setting of the current label name
is canceled, and you return to the
left box. If you press CANCEL
while the cursor is not in the right
box, you return to the
ADDRESSBOOK PRINT MENU.
The default settings for the label
structure and contents appear
only when you are working with
an Addressbook file in which you
have not inserted or deleted the
label and changed the label
setting.

Printing a list

You can set PRINT RECORD,
PRINT POINT, PRINT QUALITY,
CUT SHEET FEEDER, and
NUMBER OF COPIES as you
would when printing labels.
LABEL SIZE does not appear on
this dialog box. Instead, you can
set the page parameters using
PAGE SETURP, The current paper
size is indicated at PAGE SETUP
in the ADDRESSBOOK PRINT
MENU.

. Press T and | to move the cursor to the desired label name in the

POSITION SET PRINT MENU.

. To remove a label name that is already set, press DELETE. 7The

check mark on the left of the label name disappears, and the small
letter corresponding to that label is removed from the right box.

To set alabel name, press the SPACEBAR and the cursor appears in the
right box. Use the cursor keys to move the cursor in the right box to the
desired position and press RETURN to confirm the setting. When the
cursor appears in the left box, a ¥ appears.

. Repeat steps 1 and 2 to get all necessary items at the correct location.

4. To start printing, press RETURN when the cursor is not in the right

box. Addressbook asks you to insert paper. See “To Start Printing” on
page 154.

. Press MENU to show the menu bar; choose Print from the Print menu

(short cut key: PRINT). The ADDRESSBOOK PRINT MENU appears:

<< ADDRESSBOOK PRINT MENU =
PRINT APPLICATION:
PRINT RECORC: ALL
PRINT PCINT: 12 POINT
PRINT QUALITY: MEDIUM
CUT SHEET FEEDER: OFF
NUMBER OF COPIES: _1
LABEL SIZE: 283 X1
NUMBER OF LABELS ACROSS: 3
[Press SPACE lo ohange selting and press RETURN.

Press T and | to move the cursor to PRINT APPLICATION and press the
SPACEBAR to select LIST. The ADDRESSBOOK PRINT MENU changes as
shown below:

<< ADDRESSBCOK PRINT MENU =

PRINT APPLICATION: LIZT

PRINT RECORD: SELECTABLE(Y}
PRINT POINT: 12 POINT

PRINT GUALITY: MEDIUM

CUT SHEET FEECER: OFF

NUMBER CF CCPIES: 1

PAGE SETUP: LETTER PORTRAIT

'Press SPACE to change setling and press RETURN.
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Changing page setup
1. Move the cursor to PAGE SETUP on the ADDRESSBOOK PRINT
MENU and press — or TAB to change the page setup. The PAGE

SETUP dialog box appears:
<X PAGE SETUP >»
PAPER SIZE & ORIENTATION: 8.50
¥ 00
LETTER LANDSCAPE
Ad PORTRAIT
Ad LANDSCAPE _— 2,.00§11.00
AS PORTRAIT Ee———— 1
[ 1.00
OTHER AL B ;
100 || 7so | 0.0

Press t, ¢ to change setling and press RETURN.
Press +, - to move lo another setling.

2. Press T and { to select the paper size and orientation. This
determines the width and length of the paper and the margins.
3. Press the cursor keys to move the cursor to the entry field for each
margin setting and type the desired values in inches.
* You can move the cursor to the underlined fields only. The margin
entry fields are always underlined. The width and length are
underlined only if you select OTHER for the paper size.

* Each field has room for five characters (four digits and a decimal
point). Pressing BACKSPACE or DELETE clears the whole field.

* If the DATA AREA width is less than one inch or its length is less
than 4 inches, this message appears:

lIncorrect setting!

* With OTHER, if you set the width to more than 12 inches or the
length to more than 14.33 inches, this message appears:

Encorrect setting! —|

4. When finished, press RETURN to go back to the ADDRESSBOOK
PRINT MENU.
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If you press CANCEL while the 5. Press RETURN to display the LABEL SET PRINT MENU where you decide

cursor is in the right box, the . . .
setting of the current iabel name contents and structure of the list you want to print. The left box displays

cancels and you retum to the left the list of labels of the current Addressbook file, preceded with a small
box. letter. The right box shows the contents and structure of the list.

If you press CANCEL while the
cursor is not in the right box, you
return fo the ADDRESSBOOK

PRINT MENU.
b.LAST NAME T
< FIRST HAME ’

<< LABEL SET PRINT MENU >>

d. TELEPHONE
e.FAX HO.
f.TINLE

- 11

Use cursor ko select labe! SETTING CHARACTER: 0

name and press SPACE lo set,
DELETE to clear. Press PRINTABLE CHARACTER: 75
RETURN lo start printing.

Changing label print settings

1. Move the cursor to the desired label name on the left box of the
LABEL SET PRINT dialog box.

2. To remove a label name that is already set, press DELETE. 7he
check mark at the left of the label name disappears, and the small
letter corresponding o that label is removed from the right box.

To set a label name, press the SPACEBAR and the cursor appears in
the right box. Use the cursor keys to move the cursor in the right box
to the desired position and press RETURN to confirm the setting.
When the cursor moves to the left box, a v’ appears. ‘

3. Repeat steps 1 and 2 to get all necessary items in the correct location.

As you add labels, Addressbook automatically displays the label width to be
printed. The total width, according to the selected character size and your page
setup, also displays. If you set too many labels in the records to be printed so
that their length exceeds the printable length, your records are cut off.

To start printing
1. Press RETURN while the cursor is not in the right box. Addresshook

asks you lo insert paper.

|Insert paper and press RETURN. |

The maximum length of paper 2. Set paper according to the PAPER SIZE & ORIENTATION settings. If

that can print is 14.33 inches. the paper size is less than 10.55 inches (Letter Portrait, A4 Portrait, &
AS Portrait), align the paper with mark A. See illustration below. If
paper size is more than 10.55 inches, align paper with mark B. If the
left margin is too large, align paper with the appropriate position.

B A

—_—

|

Press P INS to insert the paper and press RETURN to start printing.
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To stop printing

When label or list printing starts, this message appears:

I Printing....oress CANCEL to stop printing. J

You can press CANCEL to cancel printing. This dialog box appears:

OK to cancel printing?
Use curzor to selecl and press RETURN.
[TEZ] (o]

[N

Select YES to cancel printing or NO to cancel the function.

Selecting records for merge printing

This function turns the check mark on or off that appears at the left of the
records on the View screen.

During merge printing in the Word Processing application, records without
the check mark are ignored.

During label or list printing, only records with a check mark print if you
select PRINT RECORD: SELECTABLE (¢). If you select PRINT RECORD:
ALL, the check marks make no difference.

A check mark to the left of a record indicates that the record is active. You
may select only certain records for merge printing. (A new record is
automatically active.)

To select records for printing:

1. Press MENU to show the menu bar; choose Print Record ON/OFF
from the Print menu. A dialog box appears:

How do you set print record onlolf?

Use cursor to select and press RETURN.

(ez=s=3] [ALL RECORD ON} [ALL RECORD OFF] [CANCEL]

2. Select the setting and press RETURN.
* CHOICE. To set the check mark on or off for a block of records.
¢ ALL RECORD ON. Sets the check mark on for all records.
* ALL RECORD OFF. Sets the check mark off for all records.
* CANCEL. Cancels the function.
When you select CHOICE, this message appears:

Use cursor to select and press SPACE for print record on/
off. Press RETURN.

3. Move the cursor to the desired record and press the SPACEBAR to
turn the check mark on or off. Press RETURN when you finish.

You can also select the record on the View screen and press the
SPACEBAR to make a record inactive. The check mark of the selected
record disappears. Pressing the SPACEBAR again reactivates the record.
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Jump Functions (Data Input Screen)

Fila [ Jure | Label Use the Jump functions to create a new record, to display the top or the
- i  bottom record, or to search for a piece of information.

MNew Record

Top Record

* New Record. Creates a new record.

Boltorn Record
Bearch

* Top Record. Displays the first record.
* Bottom Record. Displays the last record.
* Search. Searches for a piece of information.

You carn also press The first three functions—New Record, Top Record, and Bottom
CODE+G+T tojump tothetop  Record—work the same way as the functions on the View screen. For

recordor CODE+ G+ tojump . . “ . . ”
10 the bottorn record. information, see “Input Functions (View Screen)” on page 143.

Search
This function searches for a specified text string.

1. Press MENU to show the menu bar; choose Search from the Jump
menu. The Search dialog box appears.

2. Define the search string and other parameters as you would in the
Word Processing application. For information, see “Search” on page
52. When an occurrence of the specified string is found, this dialog
box appears:

Next search?

Use cursor to select and press RETURN.
INC

3. Select YES to search for the next occurrence or NO to stop searching.
When the string cannot be found, this message appears:

l Word{s} not found.

Label Functions (Datla Input Screen)

Jurp Oplion  Serean Use the Label functions to create, change, or delete labels.

* Insert Label. Creates a2 new label.

Delela Labal
Change Label Name & Width

¢ Delete Label. Deletes a label.

* Change Label Name & Width. Edits a label and changes the columnn
width,

All these functions work the same way as on the View screen. For
information, see “Label Functions (View Screen)” on page 146.
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Option Functions (Data Input Screen)

The Option menu has only one function: Abbreviated Phrase Maintenance.
For more information, see “Abbreviated Phrase Memory” on page 81.

Screen

Screen Functions (Data Input Screen)

- Use the Screen functions to control the display.
Option

* Change Screen. Swaps the active file while working in Dual Screen
mode.

Ralurn to View Screen !
Eplit Size

¢ Return to View Screen. Returns to the View screen.
» Split Size . Adjusts the screen size while working in Dual Screen mode.

The Screen functions are the same as in the Word Processing application
for Change Screen and Split Size. For information, see “Using the Screen
Functions” on page 92.

Return to View Screen

This function returns to the View screen after editing or creating a record
on the Data Input screen,

Press MENU to show the menu bar; choose Return to View Screen from

the Screen menu (short cut: CODE + RETURN). 7he View screen
appears.
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5 Template

The Template icon on the Main Menu allows you to open sample files for
the Word Processing, Spreadsheet, or Addressbook applications.

A template is a file that contains a predefined format for a type of
document. Some cxample templates include purchase order forms, fax
cover sheet forms, party invitations, etc.

To use a template, open the template file, make any changes you would
like, and then save the revised file under a new file name. You cannot
change the original template file. You can use these templates over and
over again.

The first template file is named “~README.” You can print this file for a
complete list of all template files contained on your diskette.

Opening a Template File

Template

When a template file is opened,
the file name extension is
replaced, and the file can be
edifed in the same way as a
normal WPT/SPR/MRG file.
When saving, save the file with a
new file name.

You should first open and read
the tempiate file named
““README.” This file is a ljst of
all template files on diskette.

1. Turn on the power to display the Main Menu.
2. Insert the Template diskette into the disk drive.

3. Press 4 or use the cursor keys to select the Template icon and press
RETURN. The list of the word processing template files stored on the
diskette appears.

The template file name extensions are:
* WP1—Word Processing

. SPl———Spreadsheet

* MR1—Addressbook

Files with different file name extensions do not appear on the file index
dialog box.

4. To select the application, press « and — to select the desired title;
then press | or RETURN.

5. Press the cursor keys to select a template and press RETURN. The
Jile opens and you can start editing.
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6 Typewriter

Starting the Typewriter Application

1. Turn on the power to display the Main Menu.

2. Press § or use the cursor keys to select the Typewriter icon and press
RETURN. 7his message appears:

TW rnode automaltically sets feeder to OFF.

Press any key o continue.

Reamove Cut Sheet Feeader, if attached.
Typewriter

Remove the cut sheet feeder before you start Typewriter to avoid a
paper jam. For instructions on removing the cut sheet feeder, see
page 16.

3. Press any key to start Typewriter.
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Typewriter Input/Edit Screen

Status Line —
Scale —

1 2 3 4 5 6 78 9 10
Pl | |

<< TYPEWRITER >>] |12a|ELK|_}J§E§§_j@JJJ- ; -MM-
| P 1ic .......................... L S I T Y L IR L

Starl typing vaur lext.

Status Line. The indicators on the status line show your current document
settings. From left to right they are:

1
2

Font name—The font name currently in use.

Font size—The font size (in points) and font mode (double width or
double height).

3 Font color—The text color.

4 Type Styles—The highlighted indicators (framed with a solid line)

10

show which type style is active. The available type styles, from left to
right, are bold, underline, strike-out, italic, outline, shadow,
superscript, subscript, and shading,

Attribute color—Color of strikeout, underline, or shading.

Spell Check—Is highlighted (framed with a solid line) when Spell
Check is monitoring your typing.

Auto Return or Justify—Tells you when you are in either the Auto
Return (AUTO) or Justify (JUST) mode.

Insert or Overwrite—Tells you when you are in either the Insert (INS)
or Overwrite (OVER) mode.

Numeric Lock—Is highlighted (framed with a solid line) when the
keyboard is locked in Numeric mode. (The keypads will be active. See
page 28 in “Getting Started” for more information.)

Capital Lock—Is highlighted (framed with a solid line) when SHIFT is

pressed (SHIFT) or SHIFTLOCK is pressed and the system is locked in
Capital mode (CAPS).
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Hot Zone

Basic Typing

The maximum length of paper for
printing is 14.33 inches.

Scale. The scale on the screen of the word processor is the electronic
equivalent of the scale on the top of a typewriter. It assists in determining
the position of a character on a page. The numbers indicate the position
from the left edge of the paper. There are other symbols that remind you
of format settings: left margin [ [ ], right margin [] ], normal tab [ 4 ], center
tab [ 3 ), leader tab [ 4 ], and decimal tab [ § ]. The scale can be disabled
to get one additional line on the screen for your text.

The word processor beeps when the cursor enters the hot zone. The hot
zone starts 0.6 inch before the right margin.

1.

Align paper against the paper support marks.

If the paper width is less than 10.55 inches (Letter Portrait, A4
Portrait, & A5 Portrait), align the paper with mark A.

If the paper width is more than 10.55 inches, align the paper with
mark B. If the left margin is too large, adjust the paper to the
appropriate position.

B A

—

> hd —

| ,

. Press P INS to insert the paper.
. Type your text. You can start typing about one inch from the top of

the paper. The text displays on the screen.

If you make a mistake, press BACKSPACE, DELETE, WORD OUT, or
LINE OUT to erase.

. To print what you have typed, press RETURN or PRINT. Printing starts

automatically if you type the text beyond the right margin when the
Auto Return is set to ON.

The difference between “RETURN” and “PRINT” is as follows:

e RETURN. If there are more than two lines of data on the screen,
only the first line prints.

e PRINT. If there are more than two lines of data on the screen, all
data on the screen prints.
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Edit Functions
Bl sti= _ Option

Right Margin Flush
Auto Return ONICFF
Justify

Find Pasition

Return to Main Menu

Auto Return ON/OFF

Find Position

After 10 seconds, the carriage
returns to the right end position.

Use the Edit functions to change the appearance of your text.

* Centering. Centers text between margins.
* Right Margin Flush. Aligns text {lush or even with the right margin.

* Auto Return ON/OFF. Prints the existing text and goes to the next line
if you type the text beyond the right margin.

* Justify. Adds extra space between words so that the last character of a
line is aligned with the right margin.

* Find Position. Moves the carriage to the position on the paper that
corresponds to the cursor position on the screen.

s Return to Main Menu. Returns to the Main Menu.

For information on Centering, Right Margin Flush, and Justify, see “Using
the Edit Functions” in Word Processing on page 50.

When this function is turned on, the carrier automatically returns to the left
margin when you type the text beyond the right margin. The Auto Return
ON/OFF command turns this function on and off.

To turn on Auto Return ON/OFF:

Press MENU to show the menu bar; choose Auto Return ON/OFF
from the Edit menu or press CODE + J. Pressing CODE + J changes
the settings through the following cycle:

l—) Auto Return ON — Justify — Auto Return OFF —‘

This function allows you to place text exactly where you need it for filling
out forms.

1. Insert paper using P INS and press CODE + P UP to reach the line
where you want to enter text. Then note the position on the top
cover ruler where the first letter of the first word will begin.

2. At the top of the screen, find the same position on the ruler. Using
the SPACEBAR, place the cursor in this position.
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If you are going fo fillin a
column, you may want fo set
tabs when you have found the
exact position on the page.

Return to Main Menu

Style Functions

_Edit_ XM Option
Tuwp=a Style Change
Font & Size

Cuolor

Margins & Tabs
Line Spacing

Fage Setup

3. Press MENU to show the menu bar; choose F for Find Position from

the Edit menu. The “Find Position arrow” on the ink-jet cartridge
bracket moves to the position on the paper that corresponds to the
cursor location on the screen.

Find Position arrow

Ink-jet cartridge

/

Text will appear above this line.

_ Press CODE + P UP and CODE + P DOWN to move the paper so that

the tip of the Find Position arrow is just above the blank line you
want to fill.

_ If this is the location where you want text to begin, type your text

and press RETURN. The text prints at the desired location on the form.

Use this function to return to the Main Menu screen. Press MENU to show
the menu bar; choose Return to Main Menu from the Edit menu.

If data is still on the screen, the word processor prints the page before
quitting the Typewriter application.

Use the Style functions to change the appearance of your document.

Type Style Change. Allows you to switch type style attributes on and
off. Examples of these attributes include Bold, Italic, etc.

Font & Size. Allows you to select font type, size, and mode.
Color. Allows you to select the color of text and attributes.
Margins & Tabs. Allows you to set left and right margins and tabs.
Line Spacing. Allows you to set the line spacing.

Page Setup. Allows you to select paper size, orientation, and top and
bottom margins.

For information on each function, see “Using the Style Functions” in Word
Processing on page 59.
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Option Functions

Use the Option functions to check the spelling of your text, maintain a
" user dictionary, refer to a thesaurus, and maintain an abbreviated phrase
file.

Enbrevialed Phrase Maintenance
Spell Check All

Check during Typing ONIOFF
Uset Dictionary Maintenance
Type Thesaurus

Edit Thasaurus

¢ Abbreviated Phrase Maintenance. Allows you to edit, load, and save
an Abbreviated Phrase file.

* Spell Check All. Allows you to spell check all text in a line.

* Check during Typing ON/OFF. Checks your spelling while you are
typing.

* User Dictionary Maintenance. Allows you to edit, load, and save a
User Dictionary file.

* Type Thesaurus. Helps you find synonyms for a word.

¢ Edit Thesaurus. Helps you find synonyms for the word at the current
cursor position in a line.

For information on each function, see “Using the Option Functions” in
Word Processing on pagce §1.
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7 Communication (Model WP-7700CJ only)

About Modems

Before trying to access a data or
electronic mail service, you must
establish an account with the
desired service and receive an iD
name and password,

Refer to the modem
documentation for setting the
Jjumper connectors and DIP
swifches, if any. Usually, the
manufacturer’s settings do not
need fo be changed.

The Communication application is used to communicate between your
Brother word processor and a personal computer or another word
processor. This communication is done via modem and the telephone line.
The most popular use of this feature is to exchange messages and files
with friends and obtain access to commercial data bases and electronic
mail services such as CompuServe. When you use the Communication
application, the data is converted at each end of the line to ensure
compatibility.

In order to connect your word processor to another machine via a
telephone line, you need a modem to connect your word processor to the
telephone line. Not all external modems available on the market are
compatible with your machine. When you purchase a modem and a
modem cable (serial), make sure to consult your Brother dealer. The
recommended model is MO-700 BPS DATA MODEM. You may use a
HAYES AT compatible modem.
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Using Communication

* Setting up. Communicating through a modem is very similar to a
telephone conversation between two people. In order to make the
conversation possible, some rules must be observed. For example, both
persons will speak the same language and will agree to speak one at a
time. When communicating through modems, some parameters like
baud rate and parity must have the same setting at each end of the line.

When you subscribe to an information service, you receive a list of the
settings that you are required to use. If you use different settings, the
host computer cannot communicate with your Whisperwriter.

Before you communicate with a friend, agree on the settings you will use,
For more information about the settings, see “New Set Up” on page 173.

* Being dialed. The COMMUNICATION screen of your system must be
displayed on the screen when someone is dialing you. If you are
working with your system or if you are already communicating with
someone, your system cannot be dialed.

* Dialing. This machine performs automatic dialing. This means that you
type the phone number on the screen instead of dialing the phone
number on the telephone.

An information service can usually be dialed at any time. The same is
not always true when transferring a file to a friend’s personal computer.
Before dialing a friend, call them to make sure that their computer is
ready.

For more information about dialing, see “Dial” on page 177.

¢ Auto log~in. The log-in data contains the information that allows an
information service to identify you. This machine records the log—-in
data as you enter it on the screen when requested to do so by the
information service. Once the log-in data has been recorded, the
machine automatically transmits it after dialing.

* Transmitting/Receiving. Once you are connected, the text you type
is transmitted, and the text that is received displays on your screen.
Optionally, the text transmitted can be “echoed” back to your screen for
confirmation.

You can transmit the contents of a document file or store the
information received in 2 memory file. For more information about
sending and receiving files, see “Send WP Text" on page 180 and
“Receive ASCII File” on page 181.
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Using a Communication File

A Communication file stores the setting information necessary for

communicating. It stores the set up parameters and any log-in data that is
required for transmission or reception.

Opening a Communication File

1. Turn on the power to display the Main Menu.

* You cannot start Communication if the modem is not
connected. If you selected Communication without the
modem, this error message appears:

Modem is nol connected!
Press any key to conlinye.

If this message appears, turn the word processor OFF and connect
the modem. Then try again.

2, If you want to retrieve a Communication file from a diskette, insert
that diskette into the disk drive.

3. Press 6 or use the cursor keys to select the Communication icon and
press RETURN. If you insert a diskette, the list of Communication
files stored on the diskette appears:

Commurd
Communi- -cation
cation

AREWF ILE &6 LCPF

If you call an information service 4. Press the cursor kevs to i
) . select the file you want
you must also identify yourself Y you want to retrieve and press

With a login.” RETURN. To start a blank file, select *NEWFILE and press RETURN.
The Communication screen appears:
[EEE__J WEWFILE

JoUER Huw Ji
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If you retrieve an existing Communication file and a telephone
number is already set up, a dialog box appears:

OK to execute aulo dialtauto log-in?

Use cursor to select and press RETURN.
INC]

If you select YES, auto dial begins and then auto log—in starts if
log—in data exists. If you select NO, the Communication screen
appears without starting auto dial and auto log-in.

About Communication Files

Communication files are used to store the communication parameter
settings. The file currently in memory is active. You can edit it and use it
for automatic dialing. You can have only one Communication file in the
memory. The file is automatically updated in the memory as you edit it.

If you need to work on a different Communication file, save the current
file on a diskette. For information, see “Save File” on page 176. The word
processor asks you to enter a file name under which the file will be saved
on the diskette. After saving the current file, you can clear all the data and
start creating a new file.

When you retrieve a Communication file from a diskette, the current file is
deleted and replaced with the file that you load. For information, see
“Open File” on page 175.

The file name of the Communication file displays in the upper left corner
of the Communication screen. The default file name of a new
Communication file is “*NEWFILE.” If the Communication file has been
saved on diskette and then loaded back into memory, the file name under
which you saved the file on diskette displays.
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Communication Functions

File Functions

I m Fhon Us? the File functions to open, save, or close your files and to return to the
TP S— Main Menu.
LOmpucerye '

* CompuServe. To create a log-in file that executes the command
sequence for accessing CompuServe.,

* New Set Up. To set up a telephone number and communication
parameters.

* Open File. To load 2 communication file that is already set up on a
diskette.

¢ Save File. To save a communication file onto a diskette.

* Quit. To exit the file without saving and return to the Main Menu.

CompuServe
This function allows you to create a file to execute log—in for CompuServe.

1. Press MENU to show the menu bar; choose CompuServe from the File
menu. A dialog box appears:

<< COMPUSERVE LOG-IN FILE >»
PHONE NUMBER:
|
DIAL MODE: TONE
BIT PER SECOND: 2400
USER ID:
PASSWORD:

Type telephone number and press RETURN. I

If a CompuServe file already exists on a diskette that is inserted into the
disk drive, the Whisperwriter automatically loads the file.

2. Press T and | to move the cursor to the desired parameter. Type your
user ID number and your password. Press the SPACEBAR to select

the DIAL MODE and BIT PER SECOND settings.
¢ PHONE NUMBER: The CompuServe phone number.
* DIAL MODE:

TONE—For a push-button phone.

PULSE—For a rotary dial phone.

* BIT PER SECOND: Determines the transmission speed in bits per
second (baud rate). The six available rates are 300, 600, 1200,
2400, 4800, or 9600. The sending and receiving units must be set
to the same baud rate.
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* USERID: The user ID number given to you by CompuServe. You
can enter up to 15 characters.

* PASSWORD: The password given to you by CompuServe.
3. Press RETURN to save the file. A dialog box appears:

Save this infarmalion?

Use cursor to select and press AETURN.

YES [NO]

If you select YES, the following information is saved automatically in
addition to the above information. These parameters can be changed
after opening this CompuServe file with the Open File function.
However, even if these parameters are changed, they go back to the
following setting as before, except for the phone number, dial mode,
and bit pcr second.

PARITY: EVEN
DATA BITS: 7
STOP BITS: 1
XON/XOFF CONTROL: ON
SIGNAL LINE CONTROL: NONE
LOCAL ECHO: OFF
AUTO LINE FEED: ON
AUTO LINE FEED (SEND): ON

If you select YES and a CompuServe file already exists on a diskette,
When the CompuServe file is a dialog box appears:
saved, the file name of

“$$COMPUS.CPF” is CompuServe file already exists on disk!
automatically selected. Ovarwrite?

Use cursor to select and press BETURN.
[YES] {NOJ

Select YES to overwrite the existing file or NO to return to the
COMPUSERVE LOG-IN FILE dialog box.

The information for the 4, Select YES and press RETURN to save the file onto a diskette or NO if
CompuServe file is automatically you do not want to save the file. A dialog box appears:

stored and kept in the memory
untit overwriting or exiting from
the Communication application.

OK to execute auto diallauto leg-in?

Use cursor (o select and press RETURN.

K== (NO]

5. Select YES to execute auto dial/auto log-in or NO to return to the
Communication screen without executing auto dial/auto log-in.
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New Set Up

1. Press MENU to show the menu bar; choose New Set Up from the File
menu. The INFORMATION SET /P dialog box appears:

This function allows you to set up the telephone number and
communication parameters to exccute log-in for communication.

L<INFORMATION SET UP »>
PHOME NUMBER:
DIAL MODE: TONE

[LOG-INDATA: NONE |

BIT PER SECOND: 2400
PARITY: EVEN
DATA BITS: 7
STORPBITS: 1
XONIXOFF COMTROL: ON
SIGNAL LINE CONTROL: NONE
LOCAL ECHO: OFF
AUTO LINEFEED: ON
AUT O LINEFEED (SEND): ON

Type telephone number and press RETURN.

2. Press T and | to move the cursor to the desired parameter. Enter the
telephone number you want to access or press the SPACEBAR to
select the setting.

* PHONE NUMBER: The phone number you want to access. You
can enter up to 40 numbers or characters.

DIAL MODE:

TONE—For a push-button phone.
PULSE—For a rotary dial phone.

LOG-IN DATA: For indicating whether log-in data exists. This item

cannot be set up.

BIT PER SECOND:

300, 600, 1200, 2400, 4800, 9600—Determines the transmission
speed in bits per second (baud rate).

* PARITY: Determines how the bits of each character are checked
for transmission errors. This word processor does not perform
SPACE & MARK parity checks during reception.

NO—No parity bit is added to the characters.

EVEN—The word processor counts the number of nonzero bits
in a character. If this number is even, the parity bit is set to
zero; if odd, the parity bit is set to one. This way, all “words”
(character + parity bit) have an even number of nonzero bits.
The receiving unit must have the same parity setting and
expects to receive only words with an even number of nonzero
bits. When this number is odd, the receiving machine knows
that something is wrong (for example, one bit has been spoiled
by noise on the line).
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ODD—Opposite of the EVEN parity. A parity bit is set so that
the total number of nonzero bits is odd.

SPACE—The parity bit is always zero (possible only when

DATA BITS = 7).
MARK—The parity bit is always one (possible only when DATA
BITS = 7).

* DATA BITS: (7,8)—Determines how many bits are necessary to
encode the characters. Standard ASCII characters use seven bits.
Accented letters and other special characters need eight bits.

& STOP BITS: (1,2)—Each word must be separated from the next
one with a special bit called a “stop bit.” This parameter specifies
the length of a stop bit (1 =single, 2 = double).

* XON/XOFF CONTROL: (ON, OFF)—Determines whether to allow
flow control by the X parameter. If allowed, an XOFF code
(13hex) is transmitted by the receiving machine when the free area
in the reception buffer is less than 25%. As the data is processed
and removed from the buffer, the free area increases. When the
free arca becomes greater than 75%, the receiving machine sends
an XON code (11hex) that allows the other machine to resume
data transmission. When the transmitting machine receives an
XOFF code, it enters a state in which it can transmit only
XON/XOFF codes. This state is terminated upon reception of an
XON code. Regardless of the flow control method, the data
transmission is possible only when the control signal lines DSR
and CTS are active.

¢ SIGNAL LINE CONTROL: (NONE, DTR)—Determines whether to
allow flow control by the control line DTR. The DTR line allows
transmission only when active.

e LOCAL ECHO: (ON, OFF)—When local echo is on, transmitted
data displays on your screen.

e AUTO LINEFEED: (ON, OFF)Determines the effect a received
carriage return code (0Dhex) has on the cursor. If this selection is
ON, a carriage return automatically adds a line feed.

ON—The received data displays on the next line (cursor moves
to the next line).

OFF—The received data displays on the same line and
overwrites the previous message.

e AUTO LINEFEED (SEND): (ON, OFF)—Determines what is
transmitted when you press RETURN.

[Pressed key

AUTO LINEFEED (SEND): ON

AUTO LINEFEED (SEND): OFF

RETURN
CODE + RETURN

CR, LF
CR

CR
CR, LF
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if you press RETURN without i i !
pressing any key, It retume o the 3. Press RETURN to finish setiing up. A dialog box appears:

Communication screen.
Save this informalion?
Use cursor to select and press RETURN.
INQ]
If the inf 7
ormation that was set up 4. Select YES to save the set up information (telephone number and

in the CompuServe function or
the Dial function is stored in
memory, itis automatically

communication parameters) onto a diskette or NO to return to the
Communication screen without saving, If you select YES, this dialog

incorporated in the New Set Up box appears:
function.
On the other hand, the << SAVEFILE »>
information entered in the New
FiLENAME: OPF

Set Up function is incorporated in
the Dial function. This may
change any previous settings you
have set in the Dial function. The [ Existing File(s) \

Diaf function appears on page SHCOMPUS . CPF AAAA CPF

177. 66 .CPF

Type filenarme and press RETURN.
[Press 1, 4 to scroll file directory.

5. Enter the file name and press RETURN. The Communication screen
appears after saving the file.

Open File

This function allows you to load a communication parameter file on a
diskette.

1. Press MENU to show the menu bar; choose Open File from the File
menu (short cut: CODE + O). The Communication file list appears:

Communi
 -cation
KNEWFILE $5COMPUS . CPF AAAR LPF

If you have not saved a parameter file when selecting Open File, a
dialog box appears:

Change current selting?

[Use cursor to select and press RETURN.
[NOQ|

2. Select YES to display the communication file list or NO to stop this
function and return to the previous screen.

Communication 175



3. Select the file that you want to load and press RETURN. The
parameter settings in the selected file are loaded. If a telephone
nuember is entered in the selected file, a dialog box appears:

OK to execute auto diallauto log-in?

Use cursor o select and press RETURN.

ES] INO}

4. Select YES to execute auto dial and then to execute auto log-in if
log-in data exists. Select NO to return to the Communication screen
without executing auto dial and auto log~in.

Save File
This function allows you to save the parameter settings to a diskette.

1. Press MENU to show the menu bar; choose Save File from the File
menu (short cut: CODE + S). The dialog box below appears and
displays the parameter settings currently stored in memory:

If you select YES, the following dialog box appears. If you select NO,

<< INFORMATION >
Sawve this information?
PHONE NUMBER:
123-4587
DIAL MODE: PULSE
[LOG-INDATA: NOMNE]
BIT PER SECOND: 2400
PARITY: EVEN
DATABITS: 7
STOPBITS: 1
XONIXOFF CONTROL: oN
SIGNAL LINE CONTROL: NONE
LOCAL ECHO: OFF
AUTO LINEFEED: ON
AUTC LINEFEED (SEND): ON
Use cursor to selecl and press RETURN.
(TES] [NO]

the previous screen appears.

FILENAME

<< SAVE FILE >>

{ [ | +CPF

f Eristing File(s)

HFCOMPUS. CPF
GG CPF

AAAA

.CPF

| S

Type filename and press RETURN.
Press t, ¢ lo scroll file directory.

2. Enter the file name and press RETURN to save the parameter file.
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Quit

This function alflows you to return to the Main Menu,

1. Press MENU to show the menu bar; choose Quit from the File menu,
If the telephone line was not connected or if a parameter setting bas
not changed, the Main Menu appears. The dialog hox below appears if
the telephone line is connected.

OK to axit?

Use cursor to select and press RETURN.,

[NO|

2. Select YES to exit from the Communication function and return to the
Main Menu or select NO to return to the Communication screen. The
dialog box below appears if a parameter seiting is changed and is not
saved yet:

OMW {o abandon current He?

Use cursor to select and press AETURN.

[NOY

3. Select YES to exit from the Communication function and return to the
Main Menu, If you select NO, the Communication screen appears.

Phone Functions

File  [oum  Iransier Use the Phone functions to dial or disconnect communication.

e Dial. For setting up the phone number, dialing the number, or
recording the auto log-in data.

* Disconnect. To stop communication.

Dial
This function allows you to set up a phone number you want to access,
dial the number, or record auto log-in data.

1. Press MENU to show the menu bar; choose Dial from the Phone
menu (short cut: CODE + D). A dialog box appears:

<< PHONE NUMBER >

|
DIAL MODE: TONE
RECORD LOG-IN DATA: QFF

Type telephone number and press RETURN to executa.

2. Press T and | to move the cursor to the desired setting. Type the
telephone number you want to access or press the SPACEBAR to
select the setting.

* PHONE NUMBER: The phone number you want to access. You
can enter up to 40 numbers or characters.
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* DIAL MODE:
TONE—TFor a push-button phone.
PULSE—For a rotary dial phone.

* RECORD LOG-IN DATA:
OFF—No log-in data required.

ON—To record the log-in data so your next dialing is
automatic.

3. Press RETURN to dial. The Communication screen appears and the
Whisperwriter automatically dials the phone number. While sending
the data, the screen below displays:

[crE a YHEWFILE

TDTO5ZEB2157D

Joef e i

Sending dial command string. Press CANCEL lo abart.

Auto log—in

The first time you dial you must enter the log—in data manually. However,
the log—in data can be recorded automatically by selecting ON from the
RECORD LOG-IN DATA setting. The next time you dial the same number
the auto log-in is carried out automatically.
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Recording auto log-in

The log—in data cannot be edited
in the same way as other dala.
To change the log—in data, you
must restart the recording
procedure for new data.

Auto Jog—in data that is recorded
in memory is valid until exiting
from the Communication mode. If
you want to keep the auto log—in
data permanently, save it onfo a
diskette.

Executing auto log—in

1. If you press RETURN on the Dial screen, the Communication screen
appears, and the system automatically dials the phone number. If
RECORD LOG-IN DATA is set to ON, the system starts recording
log-in data as shown below:

KHEWF ILE

ATDT0628215720

ICONNECT 2400
USER ID: WP0OOOOS
PASSWORD

2. Press CODE + R to record the log—in data in memory. If log—in data is
already recorded, it is deleted by pressing CODE + R, and new log-in
data is recorded. If the log-in data exceeds the memory capacity,
recording stops and a dialog box appears:

Memary fulll
Stap recording. Keep log-in data in memory?

Use cursor to select and press BRETURNM.

[YEZ] [NO]

3. Press YES to enter the log—in data that is already recorded into
memory and then return to the Communication screen. Press NO to
delete it and return to the Communication screen.

1. If you press RETURN when log-in data is recorded in memory and
RECORD LOG-IN DATA is set to OFF on the Dial dialog box, dialing
starts automatically.

2. Auto log-in starts after connection.

Communication 179



Disconnect

Transfer Functions
Phone IME

Receive ASCH FILE

Send WP Text

The following information cannot
be transmitted in ASCHI:

Font & Size

Type Style

Header/Footer

Merge code

Line Format[EJ[C]fL]

Left Margin/Right Margin
For more information on
converting to ASCII, refer to
“Convert Functions” on page 193
in the File Management chapter.

This function allows you to disconnect communication.

1. During communicating, press MENU to show the menu bar; choose
Disconnect from the Phone menu. A dialog box appears:

Disconnecting?

Use cursor to select and press RETURDNM.

IYEE] [NQ]

2. Select YES to disconnect communication and return to the
Communication screen. Select NO to cancel and return to the
previous screen.

Use the Transfer functions to transmit Word Processing text or receive an
ASCII file.

* Send WP TEXT. Converts Word Processing text to an ASCII file and
fransmits it.

* Receive ASCII FILE. Receives an ASCII file, converts it to Word
Processing text, and saves it to a diskette.

This function transmits Word Processing text after transferring to ASCI
without protocol.

1. Press MENU to show the menu bar; choose Send WP Text from the
Transfer menu. This screen appears:

<< SEND WP TEKT > [over] v Youirr]

LETTERL L WFT LETTER10.WPT LETTERLL.WPT
LETTER2 .WPT LETTER3 .WFT LETTERE .WFT
LETTERS WPT LETTERS .WPT LETTERE .WPT
LETTERS .WPT

Select a file and press RETURN. )
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Receive ASCII FILE

2. Select a word processing text file you want to send and press
RETURN. 7his message appears during sending:

<< SEND WP TEXT >> :
[sENT: XX.XK' {INS J um i

TOT0528215720

COMNECT 2400
[USER ID: WPOOOOE
PASSWORD !

Sending word processing tesd....press CANCEL to stop sending.

When sending is complete, a buzzer sounds and this message appears:

ICompleted. I

3. Press any key to return to the Communication screen.

This function allows you to receive ASCII data and save it as Word

Processing text to a diskette.

1. Press MENU to show the menu bar; choose Receive ASCII FILE from
the Transfer menu. You start recetving the file and the received data
appears as shown below:

<< RECEIVE ASCII FILE >> [RECEIVED: XX, XK][FREE AREAT XX, XK] [over}

COMMNECT 240¢

June 15, 19X%X

Mr. Richard H. Unimant
Branch Manager

Andrews CPpy Service

412 Sandiego Drive
Wonderland, New Jersay 08902¢

Dear M~. Unimant:

We do hot plan to renew our contract for the use of a Copler 14X40 copuing machine. The contract
expires June 20, 19XX

the copying machine is located at our downtown office in Melrosz. We would like to have the machi
ne removed at your earliest possible convenience.

Sincerely,

Phlange A. Indelible

Receiving ASCII file....press CANCEL to slop receiving.
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If you press CANCEL during receiving, a dialog box appears:

Save received fila?

LUse cursor to select and press RETURNMN.

[INC] [CANCEL]

Select YES to save the file already received. Select CANCEL or press
CANCEL to restart receiving. If you select NO, a dialog box appears:

OK to abandon receivead file?

Lise cursor to select and press RETURN.

[VYES) [NO]

Select YES to abandon the file. Select NO or press CANCEL to restart
receiving. If memory becomes full during receiving, a dialog box
appears:

Memory fulll
Save received fila?

Use cursor to select and press RETURNL

[YES] [NO]

Select YES to save the file that is already received. If you select NO or
press CANCEL, the “OK to abandon received file?” dialog box above
appears.

2. When receiving 1A HEX, which means the end of the ASCII data, a
buzzer sounds and the dialog box below appears:

<< RECEIVE ASCI FILE > [RECEIVED: xx.xK][FREE AREA: XX.XK] fover}

< SAVE FILE >>
FILENAME: PT

Branch Manager
Andrews Copy Service

12 Sandiage Drive f Enisting File(s) \

nderland, New Jers

LETTERD .WPT LETTERY .LWPT
Dear Mr. Unimant! LETTER1D.WPT LETTER11.WPT
lie do not plan to re LETTER2 .WPT LETTER3 .WPT ~hine. The contract
expires June 20, 19X LETTERG .WPT LETTERE .WPT
LETTERE .WPT LETTER? .WPT
The copying machine ike to heve the

machine removed at y

Type filename and press RETURN.
Press t, § to scroll file direclary.

incerely,

Phlange A. Indelible

If you press CANCEL, the file is abandoned and this message
appears:

Canceled. - 1

Press any key to return to the Communication screen.

3. Type the file name and press RETURN to save the file onto a diskette
and to return to the Communication screen.
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The received ASCII file automatically converts to Word Processing text
based on the following conditions:

* Font Type/Size: Brougham/10 point

* Line Space: AUTO 1

* Left Margin: 1.07 inch

* Right Margin: 7.25 inches

* Tab: every 8 columns each from left margin
* Auto/Just: AUTO

Page Set Up: default setting

* Print Menu: default sctting

If memory becomes full by converting the ASCII file to Word Processing text
while saving, the file is saved as much as possible and this message appears:

[Convert resulted in data loss. W

Character Code Table

The numbers in the top row and the first row on the left are ASCII control
codes. They can be entered from the keyboard and transmitted in
Communication mode. For example: Code 26(HEX) gives you “&.” See
“Transmitting Control Codes” on the next page for a list of input keys.

of[1[2]s{4a[s]e[7]e[o[AlB[C[DIE]F
0 ole|{P|[~]plc|ETa o | =
1 tl1{AlQlaf{glulae]lT B =
2 “Tz2B|R|b|r]eTE]S T
3 #13|cls|clslals]u m
4 $|4{D}jT|d}jt]|]a]|o]an z
5 %|s5|EJulelulale]|N o
6 gle[Flvielvialals= w |+
7 17|l |Wlglw]lelul]e 1T
8 (ls|Hlx{hx|e|y]|e P|o
9 yloliY[ilyl[e][o e
A =119 1z{ilzlel0U ol -
B s+l kT[] ]e]® 5 | ¥
C <oy e i (Tlelw oo
D =M1 m{ 1V [¥]i ¢ |2
E > IN|~|n]~|A]|Pt]« £
F r 2ol _ 1o Alrl»
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Transmitting Control Codes

The following keys can be used in the terminal mode to transmit ASCII
control codes. For example: Code 1SHEX(NAK) transmits the character.

KEYS CODE ASCIH Control Name (Hexadecimal)
~ CODE + SHIFT +0 00 NUL

CODE + SHIFT + A o1 SOH

CODE + SHIFT +B 02 T sTX

CODE + SHIFT +C 03 ETX

CODE + SHIFT +D 04 EOT

CODE + SHIFT + E 05 ENQ

CODE + SHIFT +F 06 ACK

CODE + SHIFT+ G 07 BEL

CODE +SHIFT+H | 08 - BS

CODE + SHIFT +1 09 HT

CODE + SHIFT +J 0A LF -

CODE + SHIFT + K 0B VT

CODE + SHIFT +L oC | FF

CODE +SHIFT+M oD CR T

CODE + SHIFT +N OE SO

CODE + SHIFT + O oF S

CODE + SHIFT + P 10 DLE

CODE + SHIFT + Q 1 DC1(XON)

CODE + SHIFT +R 12 DC2

CODE + SHIFT +S 13 DC3(XOFF)

CODE +SHIFT + T 14 DC4

CODE + SHIFT+U 15 NAK

CODE + SHIFT + V 16 SYN

CODE + SHIFT+ W 17 ETB

CODE + SHIFT + X 18 CAN

CODE +SHIFT + Y 19 EM

CODE + SHIFT +Z 1A SUB

CODE + SHIFT +1 1B ESC

CODE + SHIFT + 2 1C FS

CODE + SHIFT+3 | 1D GS

CODE + SHIFT +4 1E RS

CODE + SHIFT + 5 1F Us

BACKSPACE 08 BS

TAB 09 HT

SPACEBAR 20 SPACE

CODE + BACKSPACE 7F DEL

RETURN AUTO LF (SEND) ON 0D + 0A CR+LF

AUTO LF (SEND)OFF: 0D CR
CODE + RETURN AUTO LF (SEND)ON: 0D CR
AUTO LF (SEND)OFF: 0D +0A | CR+LF
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8 File Management

E

The File Management application allows YOu to organize and convert your

files on a diskette. The index screen of the File Management application
lists all files.

All operations, except disk copy, can be started from the menu bar.

Starting the File Management Application

File
Management

Please note that only M5-DOS
formatted 1.44 Mb MF-2HD and
720 kb MF-2DD diskeites can be
used on your Brother word
processor. If you get a message
indicating you have an
unformatted or damaged disk,
either replace the diskette with
another or go to page 25 in
“Getling Started” or page 191 in
this chapter for instructions on
how to initialize a disketle.

You can move the cursor to the
file you want to select quickly by
pressing the first character key of
the file name. For example, if you
press C, the cursor moves to the
file whose name starts with a "C.”

Your word processor can only
search the Word Processing file
when the cursor is located at the
extension “WPT.” Press TAB fo
move the cursor to the next
extension.

1. Turn on the power to display the Main Menu.
2. Insert a diskette into the disk drive.

3. Press 7 or the cursor keys to select the File Management icon and
press RETURN. The list of files appears:

<< FILE MANAGEMENT »>> REMAIN: XXX, XK I@Vﬁﬁhs{
LETTER11.UWPT (XXX

LETTERS WPT XXX, X!
LETTERS .WPT 00 X)

LETTERL BT WX, W3
LETTER3 WPT (XXX
LETTER? .WPT (XXX.30

LETTERLC,UWPT (KX, Y)Y
LETTERE (WPT <XXX. X}
LETTERE .WFT (XXX.X)

LETTERZ WPT ODIXX
LETTERE WPT (XXX.X)

Select a file and press MENU. Press CANCEL lo axit.

Type of File File Name & Extension
Word Processing ANYNAME.WPT
Word Processing Templates ANYNAME.WP1
Spreadsheet ANYNAME.SPR
Spreadsheet Templates ANYNAME.SP1
Addressbook ANYNAME.MRG
Addressbook Templates ANYNAME.MR1
Communication ANYNAME.CPF
Image ANYNAME.BIM
User Dictionary SPELLUSR.DCT
Abbreviated Phrase ABBR.PHR
ASClI ANYNAME.TXT
Lotus® 1-2-3® ANYNAME.WK1

The list of the files stored on the diskette appears in the order shown in
the table above. The file names are sorted alphabetically for each of those
classes. The number following each file name gives the size of the file in
kilobytes.
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When using Brother word processor files in a personal computer and vice
versa, remember the following points:

* Your Brother system can only read and write from the root directory of
a diskette. Do not create any directories on the diskette.

* When creating or renaming a file with your personal computer, make
sure that you use the proper file name extensions. There are two major
errors in working with extensions that you must avoid:

1. The first error is to change the file name extension of a file that has
been created on your Brother word processor. For example, if you use
your personal computer to change the extension “WPT” to “.WP", your
Brother word processor will not recognize the file and will not display it
on the index or the File Management screens.

2. The second error is to create a file in a format that cannot be
recognized by your Brother word processor and give it one of the
above file name extensions. It you use your personal computer to
create a file, then give that file the file name extension .WPT. The file
appears on the index and File Management screens, but your Brother
word processor will not be able to open or convert the file.
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Making a Backup Copy of a Diskette

For information on initializing a
diskette, see page 191.

Disk copy function can be used
only between djskettes that are
formatted to the same size and
have the same format. You
cannot copy from a 1.44 Mb
diskette to a 720 kb diskette or
vice versa.

The disk copy function can be
used only when accessing File
Management from the Main
Menu. It is not available if File
Management is accessed
through Word Processing,
Spreadsheet, and Addressbook.

1. Press CODE + SHIFT + O. This message appears:

Tbe disk copy function copies all information on a diskette to another
diskette (backup copy). This function does not appear on the menu bar.

CAUTION:

Copying an entire diskette to another destroys any data that may be
on the destination diskette. Check the destination diskette before
starting. Make sure your destination diskette has been initialized.

Insert source disk and press RETURN.

then this message appears:

2. Insert the original source diskette and press RETURN. 7he word
processor staris reading files from the source diskette. If you bave a
diskette containing a lot of information, the word processor may not
be able 1o read the diskette at one time since memory space is limited,
In this case, the word processor reads the first portion of the diskette;

]Insert destination disk and press RETURN.

]

3. Insert the destination diskette and press RETURN. The word processor

transfers the files that bave been read from the source diskette onto the

destination diskette. If all the files of the source diskette have not

transferved, the word processor asks you to reinsert the source diskette.

4. Repeat steps 2 and 3 until all files have been transferred to the

destination diskette, You may need to swap these diskettes a number

of times before all files are copied to the destination diskette. The
word processor “knows” which diskette is the source diskette and
which one is the destination diskette. If you insert a wrong diskette,

this message zppears:

Incorrect dishk!
Fress any key to continuea.

)]

Insert the correct diskette and press RETURN.

When the operation is completed, this message appears:

Disk copying completed.
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File Functions

(CEH Dk Convert Use the File functions to copy, delete, rename files, and return to the Main

Menu.

File Delete
Rename
Return to Main Menu

¢ File Copy. Copices a file.

» File Delete. Deletes files.

* Rename. Changes the name of a file.

* Return to Main Menu. Returns to the Main Menu.

File Copy

The File Copy function copies a file. You may copy to the same diskette or

to a different diskette. If the destination diskette is the same as the

source diskette, the file name must be different.

1. Move the cursor to the file name that you want to copy. Press MENU
to show the menu bar; choose File Copy from the File menu (short
cut; CODE + C). This message appears:

rInsert destination disk and press RETURN.

—

2. To copy the file on the same diskette, press RETURN.

OR

To copy the file to another diskette, insert that diskette in the disk drive
and press RETURN. The FILE COPY dialog box appears:

<< FILE CORY >

CRIGINAL FILENAME: LETTERL .WPT
TARGET FILENAME: LETTERIN.WPT

LETTERL WPT {XXX.X)
LETTER1IL.WPT (0XX. XD
LETTER3 .WPT (XXX.X)
LETTERS .WPT (XXX.X)
LETTER? .WPT OIKXK.X)

’ Existing File(s)

LETTER10.
LEYTER2
LETTER4
LETTERE
LETTERS .

JPT (XXX, XD
JWPT O OCRX XD
JWPT OO0 XD

| W

WPT (XXX.X)

WPT (XXX, %)

Type filenarme and press RETURN.
[Press 1, ¥ to scroll file direclory.

This dialog box shows the files of the destination diskette that are of

the same kind as the source file. The dialog box also provides an

entry field to type the name of the target file. When you type the first

letter of the file name, a list appears that starts with the file
alphabetically closest to that letter. It automatically scrolls to make

sure you do not enter an existing file name. To see another file name,

scroll manually using T or {.

3. To copy the file, type a file name that is not in use on the destination

diskette and press RETURN.
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File Delete

Rename

The File Delete function deletes files from a diskette.

1. Move the cursor to the file name you want to delete. Press MENU to
show the menu bar; choose File Delete from the File menu (short

cut: CODE + D). A check mark appears at the left of the file name. This
message appears:

IPress SPACE to select file(s) and press RETURN. —|

2. Press the cursor keys to select a file name. Press the SPACEBAR to
turn a check mark on or off to the left of the file name. Repeat this
operation to mark all files you want to delete and then press
RETURN. This message appears:

OK to delete the selactad fila{s)?
Use cursor to select and press RETURMN.

[YES] [NO)],

3. Select YES to delete or NO to exit and press RETURN. As files are
deleted, their file name displays. If you press CANCEL while a file is
being deleted, that file is still deleted. Other files, marked to be
deleted but which were not deleted before you pressed CANCEL, are
not deleted.

The Rename function changes the name of a file on the current diskette.

1. Move the cursor to the file name that you want to rename. Press
MENU to show the menu bar; choose Rename from the File menu
(short cut: CODE + R). The RENAME dialog hox appears:

<< RENAME >>

ORIGINAL FILENAME: LETTERL1.WPT
NEW FILENAME: LETTERIN. WPT

f Existing File(s) \

LETTERII.WPT (XXX.X> LETTERZ .WPT (300X
LETTER3 .WPT (XXX.X» LETTERE WPT (XXX.X)
LETTERE WPT (XXX.X> LETTERE WPT (XXX.X)
LETTER? .WPT (XXX.X} LETTERB WPT (XXX, X)
LETTERD WPT (XXX, X)

Press t, } to scroll fite directory.
The dialog box shows the files of the current diskette that are of the
same kind as the selected file. The dialog box also provides an entry
field to type the new file name. When you type the first letter of the
file name, a list appears that starts with the file alphabetically closest
to that letter. It automatically scrolis to make sure you do not enter an
existing file name. To see another file name, scroll using T or |.

2. Type a file name not in use on the current diskette and press
RETURN to rename the file.
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Return to Main Menu

Press MENU to show the menu bar; choose Return to Main Menu from the
File menu (short cut: CANCEL). This ends the File Management application
and displays the Mairt Menu.
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Disk Functions

Fils m Conveart

lhitialize Disk
Directory Read
List Print

Use the Disk functions to initialize diskettes, u
names on diskette.

* Delete All. Deletes all unprotected files on

* Initialize Disk. Initializes 2 diskette.

pdate the index, or print file

diskette,

* Directory Read. Reads the directory of a diskette when this has not

been done automatically.

* List Print. Prints all file names indicated on the screen.

Delete All (Diskette Delete)

All unprotected files on the roof
directoty are deleted with this
function. This includes
unprotected files created on a PC
that do not appear on the index,

Initialize Disk

Your Brother word processor
uses both MF—2HD and MF-2DD
floppy diskettes, though the
MF-2DD have half the capacity
of the MF-2HD.

Whenever you use a diskette,

the File Management application
checKs its formal. It recognizes a
new diskette or a diskette thatis
not formatted to DOS 1.44 Mb or
DOS 720 kb. If the diskette is
new, a prompt asks if you want to
inftialize. Select YES to initialize
the diskette (all contents will be
deleted).

This function deletes all unprotected files from

a diskette.

1. Press MENU to show the menu bar; choose Delete All from the Disk

menu. 7his message appears:

OK to deletz ali files on disk?

Use cursor to select and press AETURN.

[YES]

IND]

2. Select YES to delete or NO to exit; then press RETURN.

A new diskette must always be formatted (initialized) before you try to use

it. You can also reformat a diskette that already
clear all files and subdirectories.

CAUTION:

contains data in order to

Executing Initialize Disk deletes all the data on the diskette.

You can format diskettes using either this word processor or a personal
computer. If you use a personal computer, be sure to format the diskettes in
MS-DOS and use 2HD diskettes for 1.44 Mb and 2DD diskettes for 720 kb.

1. Insert a diskette. This message appears if the diskette is unformatted or

damaged:

Unformatted or damaged d

IJse curzor to select and press R

FETFT] [

isk!

Insert another disk and retry.

ETURMN.
CANCEL]

2. Press CANCEL.
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3. Press MENU to show the menu bar; choose Initialize Disk from the
Disk menu. This message appears:

Do you want to initialize disk?
All data an disk will be deleted if initialized.

Use cursor to select and press RETURN.

YES] =)

4. Select YES to initialize or NO to exit and press RETURN.
If you select NO, initializing a diskette is canceled.
If you select YES, this message appears:

<< FORMAT TYPE =>

20D DISK T20KE

[Use cursor to select and press RETURN.

Press T and | to select the desired setting and press RETURN to start
initializing the diskette.

Directory Read

Usually, the directory of a diskette is automatically read each time you
insert a new diskette. In some circumstances, however, the directory is not
read automatically and you may need to update the index manually.

Press MENU to show the menu bar; choose Directory Read from the
Disk menu (short cut: CODE + F). The message “Working ...” appears
while the directory is being read.

List Print

This function prints all file names displayed on the screen.

1. Press MENU to show the menu bar; choose List Print from the Disk
menu (short cut: PRINT). This message appears:

(Insert paper and press RETURN.

2. Insert the paper and press RETURN. Al file names indicated on the

screen print as follows:
FILE LIST Used: 8.7 k Free: 14479k
LETTER] WPT (04)  LETTERZ WPT (0.4) LETTER3 .WPT (0.4) LETTER4 WPT (0.4)
LETTERS5 .WPT ©.4) LETTER6 WPT (0.4) SHEET!1 .SPR (0.2) SHEET2 SPR (0.2)
SHEET3 .SPR  (02)  SHEET4 SPR  (0.2) BOOKI .MRG (15) BOOKZ MRG (L5)
BOOK3 .MRG (1.5
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Convert Functions

ot
WRTEXT WRT28SCN TNTIText Dnly}

WP TEXT WPT4ASCILTRT(Text with L ayout)
ASCILTHT+WP TEXT.WPT

BROTHER SPR4LOTUS123. WK1

ijse the Convert functions to use your Word Processing and Spreadsheet
files on a PC or to use ASCII files with your Word Processing application.

* WP TEXT.WPT—ASCILTXT(Text Only). Converts a Brother Word
Processing file into an ASCII file (all format codes except TAB and
RETURN are removed).

* WP TEXT.WPT—ASCILTXT(Text with Layout). Converts a Brother
Word Processing file into an ASCII file; SPACE and RETURN codes are
added to preserve the global look of the file.

* ASCILTXT—-WP TEXT.WPT. Converts an ASCII file into a Brother
Word Processing file.

Conversions to or from ASCII files are carried out according to the
IBM PC Code on page 199. For information about code page
switching, refer to your DOS manual (DOS command mode device
code page). A table on page 183 shows all characters that can be
correctly converted. Characters which are not included in that table
are converted into blank spaces.

* BROTHER.SPR—LOTUS123.WK1. Converts a Brother Spreadsheet file
into the Lotus® 1-2-3® format.

Conversions to or from Lotus® 1-2-3® files are carried out according
to LICS (Lotus International Character Set). For information, refer to
your Lotus® 1-2-3%® manual.

Converting Brother Word Processing Files to a PC Format

* WP TEXT.WPT—ASCILTXT(Text Only)
* WP TEXT.WPT—ASCILTXT(Text with Layout)

You may want to use the data you create with the Word Processing
application on a PC. To do this, you must first convert the Word Processing
file into the ASCII format. Once this is done, you will be able to import the
ASCII file into most word processing applications available on PCs.

An ASCII (American Standard Code for Information Interchange) file
consists of printable data with no special formatting codes for underlining,
boldface, etc. These special formatting features, such as underlining, do
not translate correctly between your word processor and a computer.
Therefore, when a file is converted to ASCH, all special formats are
eliminated. Once the file is transferred, the file must be reformatted and
any special effects must be added.
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An ASCII file can include some formatting codes like carriage returns and
tab codes. When you convert a Word Processing file into an ASCII file, you
have a choice:

¢ Text Only removes all formatting codes except TAB code and RETURN
code from the file. When you import such a file into a personal
computer word processing system, the text automatically adapts to the
format of the PC word processing program.

* Text with Layout preserves some of the format of the file. A carriage
return is added at the end of each screen line.

However, if the margins of your original file are unusually wide, additional
carriage returns are placed into the file, and reformatting is necessary.

1. Press MENU to show the menu bar; choose
WP TEXT.WPT—ASCILTXT (Text Only) or
WP TEXT.WPT—ASCILTXT (Text with Layout)
from the Convert menu. The CONVERT INDEX dialog box appears:

<< CONVERT INDEX >> [ CONVERT (Textonly) | [REMAING xxx. xi ] [INS ] NUM EsHIFT

LETTERL MR T (270, 2 LETTER10.WPT (XXX, X} LETTERLLI.WPT (XXX, LETTERZ WRT OB X)
LETTER3 WPT {(XXX.X} LETTER4 .WFT (XXX X2 LETTERS WPT CXXX.X) LETTERS .WPT OO0LK)
LETTERT WPT (XXX LETTERS UWPT {XXX.X» LETTERS WPT OOXX)

Selec) a fite to convert and press RETURN. Press CANCEL to exit.

2. The index displays only Word Processing ((WPT) files. Press the
cursor keys to select the file you want to convert and press RETURN.

This message appears:

‘Insert destination disk and press RETURN. J

3. Insert the destination diskette and press RETURN, or press RETURN if
you want to store the converted file on the same diskette. A dialog

box appears:
<< CONVERT >»
CRIGINAL FILENAME: LETTER1 .WPT
TARGET FILENAME: LETTER1IM. TXT

) ,J Existing File(s) \,

LETTERL . TXT (XXX.X) LETTER2 . TXT (XXX.X)
LETTERS . TXT (0. X

Type filename and press RETURN.

Press 1, 4 to scroll file directory.
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This dialog box shows the ASCII files (.TXT) on the current diskette.
The dialog box also provides an entry field for you to type a new file
name. When you type the first letter of the file name, a list appears that
starts with the file alphabetically closest to that letter: It automatically
scrolls to make sure you do not enter an existing file name. To see
another file name, scroll manually using T or J.

o 0 , . .
yoffzrz Z’ij;st;n :}f;”{;:;fz:}mo 4. Type a file name that is not in use on the current diskette and press
2 Word processing program on a RETUBN to convert the file. During conversion, the message

PC. “Working ...” displays. When conversion is complete, the word

processor asks you to reinsert the source diskette.

5. To convert another file, insert the source diskette and continue
converting. To return to File Management, press CANCEL.

Converting PC Text Files to Brother Word Processing Files
* ASCILTXT->WP TEXT.WPT

You may want to use text created on a PC with the Brother Word
Processing application. To do this, you must first convert the text file from
the PC into ASCII format. Most PC word processing software allows you to
save a file as an ASCII text file.

You must also remember that your Brother word processor can only use
diskettes formatted to DOS 1.44 Mb or DOS 720 kb. If you plan to move
data from a PC to your Brother word processor, you must be sure that the
diskette containing the file is formatted to DOS 1.44 Mb or DOS 720 kb.

You can format your diskettes to DOS 1.44 Mb or DOS 720 kb on a PC or
on your Brother word processor. Your PC manual should list the steps to

complete this operation.

The ASCII file must also be stored in the root directory of the diskette and
its file name extension must be -TXT.

1. Insert the diskette containing the ASCII file into the disk drive. Press
MENU tc show the menu bar; choose ASCILTXT—WP TEXT.WPT

from the Convert menu. A dialog box appears:

<< COMVERT INDEX >> [REMAIN: 50, xK ||DUER§NUM§|

LETTER2 .TXT {XXX.X) LETTER3 . TXT (XXX.X)

Selact a file to convert and press RETURN. Press CANCEL to exil.

2. The index displays only ASCII (.TXT) files. Press the cursor keys to
select the file you want to convert and press RETURN. This message

appears:

|Insert destination disk and press RETURN.
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3. Insert a destination diskette and press RETURN, or press RETURN if
you want to store the converted file on the same diskette. A dialog
box appears:

<< CONVERT >

ORIGINAL FILENAME: LETTERL .TXT
TARGET FILENAME: LETTERLE.WPT

f Existing File(s) \

LETTERL .WPT ¢(XXX.3) LETTERLO,WPT (XXX. XD
LETTERLL.WPT {XXX.X) LETTERZ .WRT (XXX.Xd
LETTERS .WPT (XXX.X) LETTERE .WPT (XXX.X»
LETTERG WPT (XXX, X) LETTERS WPT (XXX.X»
LETTER7 .WPT (XXX, X) LETTERS .WPT OO X)

| Type filename and press RETURN.
Press ¥, 4+ 1o scroll file directory.

This dialog box shows the Word Processing files ( WPT) on the
current diskette. The dialog box also provides an entry field for you
to type the new file name. When you type the first letter of the file
name, a list appears that starts with the file alphabetically closest to
that letter. It automatically scrolls to make sure you do not enter an
existing file name. To see another file name, scroll manually using T
or I.

Once a fite is converted to 4. Type a file name that is not in use on the current diskette and press

Brother format, you can go fo the RETURN to convert the file. During conversion, the message

file with the Word Processing “ . " 1 R )

application. Working ...” displays. When conversion is completed, the word
processor asks you to reinsert the source diskette.

5. To convert another file, insert the source diskette and continue
conversion. To return to File Management mode, press CANCEL.

Converting Spreadsheet Files into Lotus® 1-2-3° Files

*» BROTHER.SPR—LOTUS123.WK1

Characters of the SPR file that You can convert a Spreadsheet file from your word processor to the Lotus®

do not exist in the Lotus® format 1-2-3® format in order to use the file on a PC.
are converted into spaces.

Conversion of the text is
performed according to LICS
{Lotus International Character

1. Insert the diskette containing the Brother Spreadsheet file.
Press MENU to show the menu bar; choose

Set). BROTHER.SPR—LOTUS123. WK1 from the Convert menu.
The CONVERT INDEX dialog box appears:
<< CONVERT INDEX >> [REMAING xix. XK |@E

LETTER2 .SFR (0XX.X) LETTER3 .SPR (XX{.X)

Select a file to convert and press RETURN. Press CANCEL 1o exit.
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2. The index displays only Spreadsheet (.SPR) files. Press the cursor
keys to select the file you want to convert and press RETURN. This

message appears:

Insert destination

disk and press RETURN.

3. Insert a destination diskette and press RETURN, or press RETURN to
store the converted file on the same diskette. A dialog box appears:

ORIGINAL FILENANE: LETTER3 .SFR
TARGET FILENAME: LETTERIN. WK1

LETTERL (WK1 ¢XXX.X)  LETTERZ .WKL ¢, X)
LETTERS WK1 (XXX.X)

%< CONYERAT »3

Existing File(s)

Type filename and press RETURN.
Press 1, 4 lo ceroll lile directory. i

This dialog box shows the Lotus® 1-2-3® files ( WK1) on the current
diskette. The dialog box also provides an entry field for you to type a
new file name. You can scroll the list to make sure you do not enter

an existing file name,
4, Type a file name that

is not in use on the current diskette and press

RETURN to convert the file. During conversion, the message,
“Working...,” displays. When conversion is completed, the word
processor asks you to reinsert the source diskette.

5. To convert another fil
conversion.

OR

¢, insert the source diskette and continue

To return to File Management mode, press CANCEL.

Converting a Lotus® 1-2-3° File into a Spreadsheet File

To use Lotus® 1-2-3% files on your word processor, you do not need any
special conversion tool. A Lotus® 1-2-3® file can be opened just like an .SPR

file using the Spreadsheet 4

pplication if the following conditions are met:

¢ The file is stored on the root directory of a DOS 1.44 Mb or DOS

720 kb diskette.
* The file name exte

There is no guarantee that
convert. The conversion is

nsion is \WKI.

the entire Lotus® 1-2-3® file will correctly
incomplete in the following circumstances:

* The Lotus® 1-2-3° file is too large (.SPR files hold a maximum of

256 rows X 256 ¢
message appears

plumns). Conversion stops and the following

Cells extand beyond range.
Unable to convert!
Press any key to continue.
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* The Lotus® 1-2-3® file size is larger than the maximum
Spreadsheet file size. Conversion stops and the following message
appears:

Not enough memory remaining!
Prass any key to continue.

* A password is set. Conversion stops and the following message
appears:

Fassword is set.
Unable to convert!
Fress any key to continue.

* There are more than 130 errors. Conversion stops and the
following message appears:

Cannhot read this file!
Fress any key to continue.

* A cell in a Lotus® 1-2-3® file contains more than 239 characters. In
this case, only the first 239 characters of the cell appear in the
converted file if the data is alphanumeric. If the data is a formula,
it does not convert.

¢ When a function available with Lotus® 1-2-3® is not recognized or
has a slightly different format (e.g. @COS(45%@P1/180)), it does not
convert. Check the Lotus® 1-2-3® file to make sure only functions
and formats available on your word processor are used.

e Characters of the Lotus® 1-2-3% file that do not exist on your
word processor convert to spaces. The conversion of the text is
performed according to LICS (Lotus International Character Set).
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IBM PC Code

The following table shows the printable characters that can be correctly
translated when you convert to or from ASCII files on your Brother word
processor. Empty cells in this table correspond to control codes or
characters that are converted into blank spaces.

ot1]l2}3|415(6|7|8]|]9]A|BIC|D|EI!F
0 ole|PI~|p|G|E]a a |=
1 b1 ]JAlQlajqgltife]l Bl =
2 “121BIR|Iblr e lE]lS r
3 # |3 |1C|S|c|s}]|a{d]u n
4 $s|a|D|T]d]|t]a]s]n p3
5 %»|51EJUle]ulalo]N o
6 &l |Flv]ie]lv]ajaja w| =
7 "171G{(Wlgjw]gclul® T
8 ({slHxIn{x]aly e e
9 yleoltlylilyjelo ]
A 1 lJ9lz]i|z]e]|U 21
B + K Ik {|T]e]|% 5 |V
c <Ly jTlelw oo
D =M1 {m{Y ]V | ¥]i ¢ |2
E s INIAIn]~|A|Pt]« €
F I 12]ol_1o Alri»
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9 Dpisk Application

Disk Application allows you to start an application that is not built into the
system but which comes on a separate diskette.

The following disk application programs come with your Whisperwriter:
Graphic Art Print, Frame Print, Self-Demo, Tutorial, Games, and
Conversion. These programs (contained on three diskettes) are described
in “Supplemental programs” on page 33.

Using Graphic Art Print

Diskette 2 contains the Graphic
Art Print application. This diskette
must be inserted and Graphic Art
Print (GRARTPRT.APL) selected
before you can view graphic art

images (color or black and white).

Disk
Applicalion

The Graphic Art Print software allows you to print 100 monochrome (black
and white) graphic art images and 20 color graphic art images. These
images are stored on Diskettes 2 and 3. You can select images from various
categories and print them in normal, half, or double size.

These graphic images print directly onto your paper. They are not saved as
part of a word processing file. To use an image as part of a printing, print
the image onto the paper, then reinsert that paper for printing your
document. These images allow you to create personalized letterheads,
fancy invitations, newsletters, etc.

This function prints one or more copies of an image onto your paper.

1. Turn on the power to display the Main Menu.
2. Insert Diskette 2 into the disk drive.

3. Press 8 or CODE + Q or the cursor keys to select the Disk Application
icon and press RETURN. A Iist of the programs contained on the
diskette appears on the screen.

4. Press the cursor keys to select the GRARTPRT.APL application.

<< DISK APPLICATION >> [REMAIN  xx. X K] [oveRf nuM Jfsmiet]

FRAMEPRT.ARL { JO.X)

Selec! a file and press RETURN. Press CANCEL to display MAIN MENU.
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5. Press RETURN. The biack and white image file list appears:

Image

ACCENT
E-DAY <BIM BABY
BAREFEET.EBIM BASEBAL
BIGEVENT.BIM BILL
BORDER1 .BIM BORDERZ
EORDER4 .BIM BORDERS
BEORDER?7 .BIM BORDERS
ESNSWMN .BIM BUNNY

.BIM
.BIM
.BIM
BIM
.BIM
.BIM
+BIM
+BIM

ANNOUNC

«BIM

BALDONS .BIM
«BIM
BLACKCAT.BIM

BAT

BORDERS3
BORDERS
BSNEMAN

CAR

.BIM
.BIM
«BIM

.BIM

You can switch from the black
and white graphic art file to the

The . .,
color graphic art file by changing e color mmgeﬂ le

diskettes.

But, the Graphic Art Print Image

application from Diskette 2 must BOMB

be inserted and Graphic Art Print CHRSTREE.BIM DFORGET
JuLvY4 .BIM LIBRARY

(GRARTPRIAP@) selected ) PHNTALK - BIM B INLP

before you can view color graphic SNOWMAN .EBIM SOLD

art images. THANKCRD . BIM THANKU
VALWORD .BIM VOLUNTR

list appears:

To view color graphic images, remove Diskette 2 and insert Diskette 3.

.BIM
«BIM
«BIM
-BIM
-BIM
«BIM
~BIM

CHRSTMAS . BIM
FINGERSX.BIM
MNYBAG .BIM
PUMPKIN .BIM
TECHNIC .EBIM
usa -BIM

6. Press the cursor keys to select the image file (from either diskette)
you want to print and press RETURN. 7he GRAPHIC ART PRINT

dialog box appears:

<< GRAPHIC ART FRINT >>
FILENAME: BASEEAL .BIM

PRINT SIZE:

REPEAT PRINT:
NUMBER OF COPIES:
PAPER SIZE:

CUT SHEET FEEDER:
PRINT GUALITY:

Press SPACE to change setting.
Press TAB to set position, HETURN o prinl_

1187% 251
NO

1

LETTER PORTRAIT
OFF

MEDIUM

¥: 0.50

X: 290

7. To print black and white graphic art images with color or to print
color graphic art images, press INK CHG; then insert the color ink—jet

cartridge.

8. Press T and | to move the cursor to the desired setting. Press the

SPACEBAR to change the settings or type the desired values.

* PRINT SIZE:

NORMAL—Prints the image at actual size.
HALF SIZE—Prints the image at half width and half height.
DOUBLE SIZE—Prints the image at double width and double

height.
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* REPEAT PRINT:
NO—Prints one image.

YES—Prints multiple copies of an image.

* NUMBER OF COPIES: The number of times the paper prints
(maximum 999).

PAPER SIZE: The size of paper to be printed.
CUT SHEET FEEDER:

OFF—Cut sheet feeder is not attached, or you are using manual
paper feed with the cut sheet feeder.

ON—Cut sheet feeder is attached, and you want to usc it for
automatic paper feed.
PRINT QUALITY:
FINE—For final quality printing.
MEDIUM—For average quality printing.
DRAFT—For trial printing. With this setting, you save time and ink.

The size of the cursor reflects the 9. Press TAB to set printing position. The cursor appears in the right box
size of the specified data. P & p PP S .

PRINT/YES, the cursor moves FILENAME: BASEBAL S
vertically only. The cursor can
move within the entry field of the

¥: .50

selected paper. FRINT 5128: NORMAL
{1.97X 251 - .[ x: z.90
REPERAT PRIMT: NS
MUMBER OF COPIES: 1
PAPER SI1ZE: LETTEA PCRTRAIT
SUT SHEET FEEDER: OFF
PRINT RUALITY?: MECIUM

Move cursor lo sel position.

Press TAB o change setting, RETURN to grint.

When you select REPEAT 10. Move the cursor to the desired position and press RETURN. If you
PRINT/YES, the maximum select the monochrome (black and white) image file and the color
number of images that can print . .. . 4

within the width of the specified cartridge is inserted, this dialog box appears:

paper are printed. << COLOR 55

BLUE
SREEM
CYAN
RED
MAGENTA
YELLOW

Press 1,4 lo change setting and press RETURN.

Press T and | to change the setting and press RETURN. This message
appears:

|Insert paper and press RETURN. —|

If you select the monochrome (black and white) image file and the
monochrome cartridge is inserted, this message appears:

IInsert paper and press RETURN.
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If you select the color image file and the monochrome cartridge is
inserted, this message appears:

Cannol print using mMmornochrome ink cartridge!
Replace it with the color cartridge.
Fress any key to continue.

Replace the cartridge and press RETURN. This message appears:

IInsert paper and press RETURN.

If you select the color image file and the color cartridge is inserted,
this message appears:

‘Insert paper and press RETURN. J

11. Set paper according to the size setting in the GRAPHIC ART PRINT
dialog box and press P INS to insert the paper. Press RETURN to start
printing. This message appears:

Ptinting....press CANCEL to stop printing.

12. Press CANCEL to stop printing. This dialog box appears:

QK to zancal prinling?

Llse cursar to selecl and press RETURN.

Select YES to cancel printing or NO to continue printing.
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Using Frame Print

This function prints special outer frames in your document, These outer
frames print directly onto your paper. They are not saved as part of 2 word
processing file. If you want to use an outer frame in a printing, print the
frame onto the paper; then reinsert that paper for printing your document.

1. Turn on the power to display the Main Menu.
2. Insert Diskette 2 into the disk drive.
3. Press 8 or CODE + Q or the cursor keys to select the Disk Application

icon and press RETURN. A /st of the programs contained on the
diskette appears on the screen:

<< DISK APPLICATION >3 [REMaIN: 0 x K] JovER] UM |

FRAMEFRT  APL ¢ 20, ) GRARTPRT,APL ¢ XX.X)

Select a e and press RETURN. Fress CANCEL to display MAIN MENU.

4. Press the cursor keys to select FRAMEPRT.APL and press RETURN.
(Insert the color ink cartridge if you want to print the frame with
color.) The FRAME PRINT dialog box appears:

<< FRAME PRINT >>

DESIGN:

NUMBER OF COPIES: —

PAPER SIZE: LETTER PORTRAIT
CUT SHEET FEEDER: OFF

PRINT QUALITY: MEDIUM

Press +, - to change setling and press RETURN.
Press t, ¢ to move to another selting.
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5. Press T and | to move the cursor to the desired setting. Press «, —,
or the SPACEBAR to change settings or type the desired values.

* FRAME TYPE: An icon shows an example of each type of frame.
* DESIGN: An icon shows an example of each type of design.

NUMBER OF COPIES: The number of times the paper prints
(maximum 999).

PAPER SIZE: The size of paper to be printed.
CUT SHEET FEEDER:

OFF—Cut sheet feeder is not attached, or you are using manual
paper feed with the cut sheet feeder.

ON—Cut sheet feeder is attached, and you want to use it for
automatic paper feed.

PRINT QUALITY:
FINE—For final quality printing,

Select FRAME TYPE and then
DESIGN.

MEDIUM—TFor average quality printing.
DRAFT—For trial printing. With this setting, you save time and
ink.

6. Press RETURN to enter the settings of the FRAME PRINT dialog box.
If the color cartridge is inserted, the dialog box below appears:

<< COLOR »>

BLUE
GREEN
cYanN
RED
MAGENTA
YELLOW

Press 1,4 to change selting and press RETURN.

Press T and { to change the setting and press RETURN. This message
appears:

IInsert paper and press RETURN.

If the monochrome (black and white) cartridge is inserted, this
message appears:

Insert paper and press RETURN.

7. Set paper according to the size setting in the FRAME PRINT dialog
box and press P INS to insert the paper. Press RETURN to start
printing. This message appears:

| Printing....prass CTANCEL to stop printing. ]

8. Press CANCEL to stop printing. This dialog box appears:

OK lo cancel printing?

Use cursor lo salech and press AETURN.

Select YES to cancel printing or NO to continue printing.
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Tutorial/Self-Demo

1. Turn on the power to display the Main Menu.,
2, Insert Diskette 1 into the disk drive.

3. Press 8 or CODE + Q or the cursor keys to select the Disk Application
icon and press RETURN. A /ist of the programs contained on the
diskette appears on the screen:

Model WP-6700CJ

L DISK APPLICATION >> REMAIN:  205.3 KI EVIEI?HUHg
BLKJACH 3 K BLOCK APL ( 45.1>
CARDS “APL ¢ 53.8> FREEZER .APL ¢ 53.67
NUMBERS .RPL ( 33.8) FOKER .APL ¢ BB.BX
SELFDEMD.APL < 55.4) TUTOR WAPL ( 22.72

:bafite snd press RETURN. Pre I, plav A MAE ML

Model WP-7700CJ

<< DISK APPLICATION >> |REMAIN: 205.8 K:l .' g

BLEJAZK JAPL £ B4, BLOCK «APL ¢ 48.1) CARDS WAPL { 53.8) FREEZER .APL ¢ 53.6>
NUMBERS .APL ¢ 33.8} POKER «APL ¢ B65.8) SELFDEMD.APL ( 55.4) TUTOR LAPL ¢ 28.7>

Select a file and press RETURN. Press CANCEL lo display MAIN MENU.

4. Select the desired application and press RETURN. The selected
program starts. Follow the instructions displayed on the screen.
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10 Auto Letter Layout

\ I

The Auto Letter Layout application can automatically apply standard letter

fpzmats to an existing Word Processing file. Five different single page letter
formats are available:

* Full Block

* Block
Only the first page of a file can * Semi-block
be automatically reformatted with
the Auto Letter Layout * Hanging-indented
application.

¢ Official Style

The Auto Letter Layout application identifies parts of a single page letter
(date, salutation, etc.) and formats these parts separately. To make sure
the parts of the letter are correctly identified, you must follow a few rules
when typing a letter using the Word Processing application.

Creating the Letter

While creating your letter using the Word Processing application,
remember the following procedures:

¢ Do not use formats like centering, paragraph indent, or right margin
flush. These are overwritten by the Auto Letter Layout formats.

* The Auto Letter Layout application overwrites tabs. If you need a table
in your letter, create the table after you have formatted the letter using
the Auto Letter Layout application.

When typing a letter that you want to format using the Auto Letter Layout
application, remember that the application applies different formats to
different parts of the letter. The application must therefore be able to
identify those parts of the letter. The parts are identified as follows:

Date line. The application first looks for a line containing a fully spelled
out month and identifies that line as the date line.

If you have some text before the date line, that text is not reformatted. To
make sure the application finds your date line, spell out the month fully
(e.g., April). If you do not spell out the month fully (you use an
abbreviation or a number instead), the application is not able to identify a
date line in your letter and it will not format.

Address block. All information between the date line and the salutation
(defined on the next page) is identified as the address block.
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Salutation line. The application identifies the salutation line as a line that
starts with only “Dear” or “Ladies and Gentlemen.”

Body block. Everything between the salutation line and the
complimentary close (defined below) is identified as the body of the letter.

Complimentary close. A line of more than five, and up to 30, characters
followed by a comma and return code [¢]] is identified as the
complimentary close.

Signature block. Everything between the complimentary close and the
identification line (defined below) is identified as the signature block.

Identification line. The identification line is used to identify the person
who dictates or writes the letter and the person who types the letter. The
first set of initials identifies the letter writer, and the second set of initials
identifies the typist. The identification line must contain one set of initials
or two sets of initials separated with a slash [ /] or colon [ : ]. Blank spaces
are not accepted, for example: /mné.

Enclosure notation. The enclosure notation block must start with
“enclosure(s)”, “enc.(s),” or “encl.” You can use either lower or uppercase
letters. Anything between the line starting with those characters and the
first line containing only a return symbol is identified as the enclosure
notation. Make a line containing only a return symbol to mark the end of
the enclosure notation.

The following illustration shows how you should type the data for your
letter:

[pate &

d
lgalutation o J

Body

pa]
[Complimentary close {red) ]

o

Signature

d
[1dentification |
o
| Enclosure notation I

o
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Applying Auto Letter Layout

You can start the Auto Letter Layout application from the Word Processing
application or from the Main Menu.

From the Word Processing Application

After applying a format to a file,
you can use Auto Letter Layout
to apply another format io the file
except after applying
Official-style format. Thisis
because the Official-style format
moves the address block o a
place where it cannot be
identified by the word processor.

1. After typing the text of your letter, press MENU to show the menu
bar; choose Auto Letter Layout from the Option menu. The AUTO
LETTER LAYOUT FORMAT dialog box appears:

<< AUTOLETTER LAYOUT FORMAT »>

i
a3

I
o
]

SEMI- HANGING -
BLOCK INDENTED STYLE

Use cursor to seleci and press RETURN.

Five formats are available:

* FULL-BLOCK. A single format is used for all parts of the letter.
Everything is aligned with the left margin.

* BLOCK. Everything is aligned with the left margin except for the
date line, complimentary close, and signature block, which are
indented.

* SEMI-BLOCK. Same as the block format, but the first line of each
body paragraph is indented.

* HANGING-INDENTED. Same as the block format, but each body
paragraph is indented (except the first line, which starts from the
left margin).

¢ OFFICIAL-STYLE. Same as the semi-block format, but the address
block is transferred between the signature block and the
identification line.

2. Press « and — to select a format. Press RETURN to start automatic
formatting of the file. This message appears:

Working.... I

The formatted letter appears on the screen. You can save the letter,
print it, or edit it as you would with a normal document.
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From the Main Menu

Auto Lelter
Layoul

. Turn on the power to display the Main Menu.
2. Insert the diskette that contains the Word Processing file you want to

format.

. Press 9 or use the cursor keys to select the Auto Letter Layout icon

and press RETURN. The list of the Word Processing files stored on the
diskette appears.

Waord
‘Pr‘:vrnessing

LETTERLO.WPT LETTERLL.WPT.
LETTER2 .WPT LETTER3 .WPT LETTERS .WPT
LETTERS .WPT LETTERE .WPT LETTER? .WPT
LETTERS .WPT LETTERS .WPT

4. Press the cursor keys to select the file you want to format and press

RETURN. The AUTO LETTER LAYOUT FORMAT dialog box appears:

<< AUTO LETTER LAYOUT FORMAT >

T
o
Il

SEMI- HANGING- QFFICIAL-
BLOCK INDENTEDR STYLE

Use cursor to select and press RETURN. I

. Press « and — to select a format and press RETURN to start

automatic formatting of the file. This message appears:

‘Warking....

The formatted letter appears on the screen. You are now in the
Input/Edit screen of the Word Processing application. You can save
the letter, print it, or edit it as you would a normal document.

Press CANCEL instead of RETURN to return to the screen you had before
starting the application. However, if the application was entered from
the Main Menu, you return to the edit screen of the chosen file.

The Auto Letter Layout application fails in the following cases:

* If the Line/Chart/Image code or Multi-Columns are set at the first page
of the selected file, this error message appears:

Mullicolumn, chart, lineframing or image data are not allowed!
Prass any kay to conlinue.
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If there are more than two format marks in the first page of the selected
page, this error message appears:

More than two FORMAT marks are not allowed!
Fress any key to continue.

If the Date line cannot be identified, this error message appears:

Datea line does nolt exist in this file!
FPrass any key to cantinue.

If the Salutation line cannot be identified, this message appears:

Salutation line does not exist in this file!
Press any key to continue.

If the Complimentary close cannot be identified, this message appears:

Complirmentary close line does not exist in this file!
Fress any key to continue.

If the Signature block or Identification line cannot be identified when
Official-style is selected, this error message appears:

Signature block or ldentification line does not exist!
Press any key to conlinue.
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11 Desk Top Reference

T .he Desk Top Reference application gives you access to the built-in
dictionary or to your user dictionary and provides powerful search tools.

Starting Desk Top Reference

0 1. Turn on the power to display the Main Menu.
== 2. Press 0 or use the cursor keys 1o select the Desk Top Reference icon
=5 and press RETURN. The Desk Top Reference screen appears:
_@ Model WP-6700CJ
Desk Top WORE REFERENCE ’{_—m—\ USER CICTIGHARY EETURM 19
MAINTEMAMNCE hAAIM MERLE

Reference

Desk Top Reference

international Correctpeli™speiling corraction systern@199%4

and Roget's il Electronic Thesaurus porlionsE1985
by INSO Corporation,
Roqat's Il: The New Thesawus€1350
Houghton Mifffin Corspany. Allrights racerved.

Lise +, 3 to setect function

Model WP-7700CJ

Top

Il Reference |I
|= —

Jumble

i

Usger Dictionary
Bl Maintenance

|
ll‘ Return ta
| r Main Menu

\u

I
Use 1, # lo select function.

9B |ntarnational CorrectSpal™speling correction systern 01991
and Roget's l Electionic Thesaurus pottions@1985
by INSO Corporation.

Roget's Il: The New Thesaurus@1980
Houghtan Miflin Company. All rights res erved,

i

3. Select one of the functions with the cursor keys and press RETURN.

» Word Reference. Displays the definition, hyphenation, and
synonyms for a specified word.

¢ Jumble. Gives a list of words made by rearranging the characters
of a specified word.

» User Dictionary Maintenance. Edits your user dictionaries.
* Return to Main Menu. Returns to the Main Menu.
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Word Reference

This function allows you to find information on a specified word. The
information includes definitions, hyphenation, and synonyms. If the
specified word is misspelled or includes a wild card character, a list of
possibilities displays.

When you start Word Reference, this screen appears:

Model WP-6700CJ

WORD REFERENCE oviRErureElswil

worp: I

*and ? for WILD CARD

HVPHENATION:
SYNONYM(S):

Type vacrd and presz RETIORM. Presz PAEMIU Far ather options

Model WP-7700CJ

WORD: P MEANING(S):

*and 7 for WILD CARD

< HYPHENATION »

S ‘Word Reference &3

SYNONYM(S):

To search for a word, type the word in the entry field WORD and press
RETURN. The information displayed next depends on the specified word.

If the specified word is spelled correctly, this screen appears:
Model WP-6700CJ

| { woRD ReFERENCE DL ISER DICTICNAR
WORD: enclose

ouee]:surigfsuirT]]

tand ? for WILE CRBRD

LHVPHENMIDN: en~close |
MEANING(S): Yerb2 verb3

* HYPHENATION: Shows all the possible hyphenation positions.

¢ MEANING(S): Lists the possible parts of speech for the specified word
and displays a short definition of the specified word. Use the cursor
keys to select the meaning and press RETURN to display synonyms.
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The SYNONYM(S) box appears:

owrurium)]

| | WORD REFERENCE
WORD: enclose

MPHEHWON:

.

SYNONY M S):
I -t -
fence hemt w
wall coop
cage immure

* SYNONYM(S): Displays synonyms of the word that belong to the
selected definition. Use the cursor keys to select a word.

Press RETURN to copy the selected word to the WORD entry field. Press
TAB twice to send the cursor back to the MEANING(S) box.

The screen in the Model WP-7700C] appears as follows:

WCRD:

B MEANING(S):
enclase verbi To corfine within a Zimited a
¥ and ? lor WILD CARD Yarb! To shut in on all sides,
Yerbi To surround and advance upon,
<HYPHENATION »
en-close
SYNONYM(S):
en
shut in
fence
hem
wall To confine within a limited arza.
coop
cage
immure

* HYPHENATION: Shows all the possible hyphenation positions.

* MEANING(S): Lists the possible parts of speech for the specified
word and displays a short definition of the specified word. Press T
and ! to select each meaning. As each meaning is selected. the
synonyms box displays synonyms for the word with that meaning.

¢ SYNONYM(S): Displays synonyms of the word that belong to the
selected definition.

Press « to move the cursor to the SYNONYM(S) box; then select a word

by pressing T and J.

Press RETURN to copy the selected word to the WORD entry field. Press
— or TAB twice to send the cursor back to the MEANING(S) box.
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To choose another function,
press MENU to show the menu
bar and make your selection from
the Index menu.

User Dictionary Maintenance
Return to Main Menu

If the specified word is not spelled correctly, this screen appears:
Model WP-6700CJ

| | woRD REFERENCE |ovenlHure sHin

WORD: beuty

ISER DICTISNARYES

t and ? for WILD CARD

[ Spelling mistake! }
SUGGESTIONIS):

e sut betty

Model WP-7700CJ

WORE: D MEAMING(S):

bsuty

*and ? lor WILD CERD

Spelling mistakz!

SUGGESTIOME:

hatty

The word processor tells you there is a spelling mistake. The SUGGESTION(S)
box displays a list of correct words that resemble the misspelled word.

Use the cursor keys to move from word to word. Press RETURN to copy
the selected word to the WORD entry field. Press RETURN a second time
to show information about the word.
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If you are unsure of the spelling of a word, you can enter 2 word that
contains wild cards (characters that represent any character). Insert the
wild card symbols [ *] or { 7] in the word, and the word processor tries (o
find words that match your word by substituting characters or strings of
characters for the wild card character. Use [ *] to substitute for a string of
characters of any length and [ 7 ] to substitute for a single character.

Example:

If you enter inti*, the word processor searches for words starting with

inti, followed by any combination of characters. Examples are intimacies
and intimate.

Model WP-6700CJ

WORD REFERENCE R BTN [oueefiHure]smer
WORD: imtask

¥and ?fer WILD CARD

[HverenaTioN: )

SUGGRESTION(S):

intimacy
intimacy s intimate
intimate 's intimated
intimately Antimates

Model WP-7700CJ

WORD: L@ MEANINGIS)

intif

*and ? for WILD CARD

<HERHENATION > i

BUGSESTIONEZ):

{

intimacy
intimacy’s
intimate

intimate's
intimated
intimately
intimates
intimating
intimation
intimation's
intimations

If you type br?wn, the word processor searches for words that are
identical to brewn except for the third character. An example of such a
match is brown.

e Use the cursor keys to move from word to word. Press RETURN to
copy the selected word to the WORD entry field.

Press MENU and make a selection from the Index menu to switch to
another tool or to return to the Main Menu.
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Jumble

This function searches for words that resemble a specified word when
characters are rearranged. The word processor assembles all possible
strings (of a specified length) that contain characters from the specified
word. The strings that make actual words are displayed.

When you start Jumble, this screen appears:

Mode! WP-6700CJ

JOMBLE TS loverfnurg] st}

< HOW TG FIND JUMBLES >
1. Type word that you want to Jumble and press RETURDM.
2 Plass +, 3 to select MIN. LENGTH for Jumble and press RETURMN.

3. For other options, press MENL.

Model WP-7700CJ

i MM LENGTH: JUMBLE(S)

< HOW TQFIND JUMBLES >

1. Type word that you wanl 1o Jumble and
prass RETURN,

2. Prass 1, } lo select MIN, LENGTH for
Jumble and grass RETURN.

3. For other oplicns, press MENU,

To choose another function, 1. Type a word in the entry field WORD and press RETURN.
press MENU to show the menu
2. Use the cursor keys to specify the minimum character length of the

bar and make your selection from
the Index menu. words and press RETURN. This screen appears:

| ne Model WP-6700CJ
Word Fuaferencs

Jumble

User Dictionary Maintenance

ouER]HUMESHIR

Return ta Main Menu
JUMBLE(S]:
_ Lapp
eap Prale
real Plea
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Model WP-7700CJ

@l #ORD:

apple
%] MIN.LENGTH, JUMBLEIS):
2

Lapp
leap
pale
peal
plsa

!

el ales

<HOW TO FIND JUMBLES >

1. Type word that you want ko Jumble and
press RETURN.

2. Press t, | lo select MIN, LENGTH far
Jumble an¢t prass RETURN,

3. For other opliors, press MENU.,

A maximum of 20 words appears A list of words appears in the JUMBLE(S) box. Scroll up and down the list

i the JUMBLE(S) box. of words with the cursor keys. Use the cursor keys to choose and change
the minimum number of characters. When the cursor is in the JUMBLE(S)
box, press TAB and the cursor moves to the WORD entry field.

Example:
The specified word is apple, and the specified minimum length is four.
The word apple contains one a, two p’s, one |, and one e. Using only
those letters, the word processor lists all the possible combinations of
four or more characters and displays those that are actual words (e.g.,
apple, Lapp).
Press MENU and make a selection from the Index menu to choose another
tool or to return to the Main Menu.

Desk Top Reference 221



User Dictionary Maintenance

When User Dictionary
Maintenance is opened from
Desk Top Reference, there is no
Exit in the Operate menu. To exit
User Dictionary Maintenance,
you must go to another mode
using the Index ment or choose
Retum to Main Menu.

This tool is also accessible from other applications. When you start User
Dictionary Maintenance and there are no entries to the user dictionary, the
following screen appears. For more information, see “User Dictionary
Maintenance” on page 87.

Model WP—6700CJ

USER DICTIONARY OYERJHUM{SKIF

TOTAL:
O wordfs)

FETURM. Fre

To 2dd, bvpe word and press sz MEFU For other options,

Model WP-7700CJ

WORD: &3P TCTAL
D 0 word(s)
=
e [EE3

<MESSAGE > asa

=0

e

=

L: =

< HOW TG EOIT USER DICTIONARY > =0

I” To add, type word and press RETURN, e

g Prass MENU lor othar oplions. =

:% L =

? [ -~ ]

§ D
[

Press MENU and make a selection from the Index menu to choose
another tool or to return to the Main Menu.
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12 Clip Board

The clip board copies part of a file into temporary memory and pastes it
into another file. This makes it possible to transfer data between files and
different applications (Word Processing, Spreadsheet, Addressbook).

Each time you copy new data to the clip board, the new data overwrites
the old data. The clip board clears when the power is turned off.

Copying Data to the Clip Board

You can copy data to the clip board from Word Processing, Spreadsheet, or
Addressbook.

1. Position the cursor on the first character of the block you want to
copy.

2. Press MENU to show the menu bar; choose Copy to Clip Board (short
cut: CODE + C CLIP) from the Block menu (Word Processing and
Spreadsheet) or from the Record menu (Addressbook).

This message appears for Spreadsheet or Addressbook:

bﬁove cursor to end of block and press RETURN.

This message appears for Word Processing:

Move cursor to end of block and press RETURN.

To jump to paragraph end, press SHIFT + <, SHIFT + —.

3. Move the cursor to the end of the block and press RETURN. This
message appears:

LData is stored in CLIP BOARD.

* If there is not enough free memory to store the data, the clip board
clears and this message appears:

Not enough memaory remaining!
Prass any kay o continue.
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Pasting Data from the Clip Board

The contents of the clip board remains unchanged until you overwrite it or
switch the power off. This means that you are able to paste the contents of
the clip board more than once.

You can paste the contents of the clip board into the same file, in which
case the operation is equivalent to a block copy, except that you can copy
the same data many times in the same document.

You can also paste the contents of the clip board into another file. To do
this, you must open the target file after copying the data from the source
file into the clip board. The target file can be opened in Normal or Dual

mode.

1.

Move the cursor to the position where you want to paste data.

2. Press MENU to show the menu bar; choose Paste from Clip Board

(short cut: P CLIP) from the Block menu (Word Processing and
Spreadsheet) or from the Record menu (Addressbook).

The following dialog box appears:

<< PASTE FROM CLIP BOARD >3
Do you want to paste this in file?

The quick brown fox jumps over the lazy dog+ ]

DATA FROM: WORD PROCESSING

Use cursor to select and press RETURRML

[YES] [NO]

Press « to select YES and — to select NO and press RETURN.

* NO. Cancels the function.

* YES. Inserts the clip board data at the cursor’s position,

When you paste a Spreadsheet range into a Word Processing file, YES is
replaced with YES AS TABLE and YES AS TEXT. Select YES AS TABLE
when you want the range to automatically format as a table with a frame.
Select YES AS TEXT when you want to paste the text only.

If there is not enough free memory to store the clip board data into the
file, this message appears:

Not enough memoty remainingt
Press any key to continue.

However, for Spreadsheet, this message appears:

Press any key to conlinue.

[ Paste CLIP BOARD incomglete. Menmory full! ]
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Copy/Paste from Word Processing to Word Processing

Data is inserted at the cursor position and is formatted the same way as
when you use the Block Copy function.

Copy/Paste from Spreadsheet to Word Processing

If you select YES AS TEXT, the data is inserted as a block of text, the way it
appears on the PASTE FROM CLIP BOARD dialog box. Type style, font,
color, and size are reset to the values at the cursor position.

If you select YES AS TABLE, the data and table are inserted starting from
the cursor position. The font is automatically set to Brougham, and the
font’s point size is set to match the point size set at the cursor position.
Color is reset to the color at the cursor position. (Frame of cell should be

black.)

If the table cannot fit between the margins, this dialog box appears:

Table will ba truncatad!
OMK to cancel table insert?

Use cursor to select and press RETURN.

== {NO]

* YES. Cancels the table insert and returns to the previous display.
* NO. Table is cut off (some of the table is cut off to make the table fit).

* If one cell is too large to fit between the margins, this message appears:
Cannot insert table!
Press any key to continue.

Press any key to return to the previous screen without inserting the table.

A frame cannot contain more than 22 rows or more than 30 columns. If the
clip board data exceeds that limit, this message appears:

Crossed positions full. Cannot insert table lines. J

In that case, the data is inserted without the table lines.
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Copy/Paste from Addressbook to Word Processing

Data is inserted as a block of text, the way it appears on the PASTE FROM
CLIP BOARD dialog box. Type style, font, color, and size are reset to the
values at the cursor position.

Copy/Paste from Word Processing or Addressbook to Spreadsheet

The pasted data overwrites existing data in the Spreadsheet. All data is
considered alphanumeric and is left aligned in the cells. A line in the Word
Processing file or a record in the Addressbook file becomes a single cell in
the Spreadsheet file (in the column that you selected as the pasting
position).

If data longer than 238 characters is found, the additional characters are
ignored and this message appears:

‘Truncated data exists.

Copy/Paste from Spreadsheet to Spreadsheet

Data from the clip board overwrites the target range as when you use the
Block Copy (A Range of Cells) function.

Copy/Paste from Word Processing or Spreadsheet to Addressbook

Pasted data is inserted in existing data in the Addressbook. A line in the
Word Processing file or a row in the Spreadsheet file becomes a single
record in the Addressbook file. The record is divided into different items
according to the width of the columns in the Addressbook file.

If data longer than the length of a record is found, the remaining
characters are ignored, and this message appears:

\Truncated data exists.

Copy/Paste from Addressbook to Addressbook

Pasted data is inserted in existing data at the cursor position. The word
processor pastes the first column of the clip board data into the first
column of the destination file and so on. If a label width in the clip board
is larger than the label width of the destination file or when the number of
labels in the destination file is insufficient, the data of that label is cut off

and this message appears:

Truncated data exists.
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13 Calculator

—

R

In [he Qalculator application, the screen displays a pocket calculator for
basic arithmetic. The results can be transferred to Typewriter, Word
Processing, Spreadsheet, or Addressbook.

Starting the Calculator

The Calculator displays only
during normal input. You cannot

* Main Menu

* Typewriter

* Word Processing

* Spreadsheet Input/Edit screen

Addressbook (Data Input screen)

1. Press CODE + 8 with any of these screens or select the Calculator
icon on the Main Menu (WP-6700C] only):

display the Calculator when the The Calculator screen and this message appears:

HELP window is dispiayed or

when you use a special function IPress CODE + 7 to change NUM-L on/off, R to enter +/—, F to finish.

like the Thesaurus.

Using Number Lock Mode (NUM-L)

Part of the keyboard can be used like the numeric keypad of a pocket
calculator. Press CODE + 7 to turn Number Lock mode off or on. (The NUM
indicator at the top of the screen is highlighted when NUM-L is on.) See
Number Lock mode on page 28 in “Getting Started” for more information.

Inputting Data
Use these keys to enter numbers and perform calculations:
Display | Key Used for
1-0 Numeric keys 1 — 0 or their To enter numbers
equivalent in Number Lock mode
Period Decimal point
+—/ + — x« / or their equivalent The four operations: add,
in Number Lock mode subtract, multiply, and divide
+/= R To change the sign
C C or DELETE To clear the current input
AC A To clear all
= = or RETURN To get the result
aw w To exit Calculator and pastg.
the result at the cursor position
-+ 0O F or CANCEL To exit Calculator
BACKSPACE To delete a digit
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Order of Calculation

The word processor performs multiplication or division first; then addition
or subtraction.

Example: Tocalculate 1+2 x3 =7, use 1 +2 %3 =

You can change the order of operation by calculating temporary results.

Example: To calculate (1+2)%x3=9,use 1 +2=%3 =

Maximum length of humbers and precision

Storing a constant

if you enter the same operation
more than twice consectitively,
the letter K disappears and
reappears altemately with each
additional entry.

Clearing

When an error occurs during
calculation, the letter E appears.
To delete this, clear the whole
mathematical equation by
pressing the fetter A.

The maximum length of a number you can enter is 10 digits. If you enter
more digits, they are ignored.

Example: 1234567890 or 0.123456789 are accepted.
12345678901 (11 digits) is cut off to 1234567890 (10 digits,
1 is ignored).

If you enter the same operation twice consecutively, the letter “K” appears
on the screen and the previous result is stored in a temporary memory.
That result is automatically used again if you neglect to enter an operation
before a number.

Example: 5 + + (K appears and 5 is stored) 2 = gives 7.
Then, press 3 = 8 is displayed.

Press the letter C on the keyboard to clear the last entered number or
operation.

Example: 1+ 2 C 3 gives 4 (2 is cleared).

To clear an operation and replace it with another, you can also enter the
second operation. When you enter two or more different operations in a
row, only the last operation is used.

Example: 1 % + 2 gives 3.

Press the letter A on the keyboard to clear all operations and numbers.

Returning to the Current Application

To quit the Calculator, press CANCEL or F.

If you started the Calculator in Typewriter, Word Processing, Spreadsheet,
or Addressbook, you can also press W to return to that application and

insert the last result from the Calculator at the current cursor position in the
application.
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Appendix

100 Black and White Graphic Art Images and 20 Color
Graphic Art Images

There are 100 black and white (monochrome) graphic art images and 20
color graphic art images stored on the Graphic Art Images diskette. These
images allow you to create personalized letterheads, fancy invitations,
newsletters, etc. The 100 black and white graphic art images and 20 color
graphic art images are shown on the following pages. The file name of
each border or graphic appears at the bottom of each graphic.

BUNNY BORDER1 B-DAY
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Black & White Graphic Art Images
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Black & White Graphic Art Images

CHECK

Congratulations!

CONGRAT

CROSS

cuT

bOG

FIRST CLASS

FIRST

FREE!

GRAD

GRAND

GREET

HANDSHK

FLAG FOOTBAL FREE FUNBUS GOLF
W GRADURTION o ey | Seasons: Grecings Hopmy SHansfah

HANUKKAH
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Black & White Graphic Art Images

NOYANAYES
HAPPYHOL HOT-AIR JACKOLN Joy KITTY

Egie™

LIMO LINCOLN MARTINI MODEL

MOONDUDE NEW NEWBURST

oY

PARTY PIGGYBNK

RsH

PINAPPLE PUSHPIN REMINDER ROSE RUSH
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Black & White Graphic Art Images

L
>

SALE

SALE

SALE1 SALE2 SANTA SAVE
SCHOOL SHAMROCK SKULLBNS SOLDSIGN STAR
STARDUDE SUNDUDE TEARDROP TENNIS THANK
TROPHY UMBRELLA VALENTN WAITER
®
WASHNGTN WEDDING WREATH XMASBELL YOU
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Color Graphic Art Images

IFOIR
SAUE

BOMB

AN LN AN

R y :
52 o A .-
/ - 5

CHRSTMAS

DFORGET

FINGERSX JULY4 LIBRARY MNYBAG PHNTALK
.
!
NS
PINUP SOLD TECHNIC
VOUNUMNIEERS
THANKCRD THANKU USA VALWORD VOLUNTR

To see these images in color, look at the inside back cover of this manual. »
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Extra Character Table
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Symbol Table
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Conversion

If you are using a PC with a
mouse, the conversion software
does not support the mouse. Use
the cursor keys to scroll through
the menu or press the highlighted
letter to select an option.

This application allows you to convert word processing files (WordPerfect,
Microsoft Word, etc.) to a Whisperwriter word processing format or from
Whisperwriter to another word processing format. This diskette contains
conversion software that runs on a PC.

CAUTION:

Practically all formatting, text enhancement, and other control codes
are correctly translated so that little or no touching up of the
converted document is required. However, in some cases, the
translation results are not as accurate as we would like them to be.
We recommend that you review each file after the conversion is
done to check for any irregularities.

The Brother Conversion software (on diskette) takes files created by one
word processing program (source files) and converts them to
Whisperwriter files (destination files) and vice versa.
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See the chart below for possible Whisperwriter - PC conversions:

Convert From To

Ami Pro
Version 1
Version 2
Version 3
ASCII
Document
Print
DisplayWrite
Version 2
Version 3
Version 4
Version 4.2
Version 5 or 5/2
iBM DCA/RFT
Microsoft Word (Dos})
Version 3.0 or prior
Version 4.0
Version 5.0
Version 5.5
Microsoft Word for Windows®
Version 1.0
Version 2.0
Version 6.0
Brother Microsoft Word for Macintosh
Microsoft Works {Dos)
Version 1
Version 2
Microsoft Write
WordPerfect (Dos/Windows®)
Version 4.1
Version 4.2
Version 5.0
Version 5.1
Version 5.2
Version 6.0
Version 6.1
WordStar
Version 3.x
Version 4.0
Version 5.0
Version 5.5
Version 6.0
Version 7.0
WordStar—-2000
Release 1.x
Release 2.x
Release 3.x

IBM DCA/RFT stands for IBM’s Document Content Architecture, Revisable
Form Text. ASCII stands for American Standard Code for Interchange of
Information. ASCII (print) files are suitable for sending to a printer that
supports backspace and form feed functions.
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When converting to Microsoft Word for Macintosh, the conversion software
produces Word for DOS files, which can be read by Word for Macintosh
directly without any loss of formatting.

See the chart below for possible PC - Whisperwriter conversions:

Convert From To

Ami Pro

ASCI
DisplayWrite®
IBM® DCA/RFT
IBM® Writing Assistant®
Microsoft® Word™ family
Word for Dos
Word for Windows®
Word for Macintosh®
Microsoft® Works (Dos)
Microsoft® Write
pfs.® series Brother
pfs:Write®
pfs:Professional Write
pfs:First Choice
WordPerfect® (Dos/Windows®)
Version 4.
Version 5.x
Version 6.X
WordStar®
WordStar 3.x/4.0
WordStar 5.0 - 7.0 (Dos)
WordStar-2000®

Installing and Starting the Brother Conversion Software

We recommend that you make a copy of the Brother Conversion software
diskette before you start the installation. You can work from the copy made,
and keep the original diskette in a safe place in case it is needed in the future.

Computer system requirements
The Brother Conversion software runs under MS-DOS on any IBM PC,
PC/AT, PS/2, and compatible computer. (It does not run on the
Whisperwriter.) The computer must have at least one disk drive, a hard
disk drive, and 512 kb or more of memory. If your system has a color
monitor, the program automatically uses it to the best advantage.

Installing and starting from your hard disk drive

1. To install the Brother Conversion software on your hard disk drive,
turn on your computer. The C > prompt appears. (If you are using
Windows, exit Windows and the C > prompt appears.)

2. Insert the Brother Conversion diskette in your disk drive.
3. Type A: or B: to default to that drive.
example: C > A:
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4. Type INSTALL.
example: A > INSTALL
This starts the installation program that automatically creates a

subdirectory on your C: drive named “BROTHER” and copies ail
necessary files into that subdirectory.

The installation program also creates a batch file on your C: drive
called “CONVERT.BAT.”

5. Each time you want to start the Brother Conversion software, type the
command CONVERT at the C > prompt.

example: C > CONVERT

After a brief opening window, the Conversion main menu appears.

PC ination  Convert Options Exit

Current Software Settings

Convert From: WordPerfect 5.x Convert To: Brother WP
Source: (empty} AutoSelect: Yes
Destination: {empty) Coaversion Log: Yes

T4 —> <« Move Choice ENTER: Select Chosen Option  BSC: Exit from Window

PC — Brother menu
Use the PC - Brother menu to select the word processing format you want
to convert from. This function converts your file to the Whisperwriter file
format.

Exit

Source

PC — Brother Brother - PC
4 Ami Pro
§ ASCII
H IBM DCA/RFT
[{ IBM Writing Assistant
H Microsoft Word family »
g Microsoft Works {Dos)
§ Microsoft Write
[ pfs:series >
l{ WordPerfect >
| WordStar
| WordStar 2000

Destination
"

Convert Options
S

Current Software Settings

Convert From: WordPerfect 5.x Convert To: Brother WP
Source: (empty) AutoSelect: Yes
Destination: {empty) Conversion Log: Yes

1] —» ¢~ Move Choice ENTER: Select Chosen Option  ESC: Exit from Window

The status panel at the bottom of  Select the word processing format you want to convert from by moving the

the screen shows the formatyou  piahlight bar to the format of your source document and press ENTER. Tt

have selected. always converts your file to the Brother file format. Or, cancel this screen
by pressing ESC, in which case the source format remains unchanged.
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Your selection stays in effect the next time you run the Brother Conversion
software, so you do not have to repeat the procedure unless you want to
change your selection.

Brother — PC menu

Use the Brother— PC menu to select the word processing format you want
to convert to. This function converts your Whisperwriter files to the format
of your choice.

PC — Brother g Destination  Convert Options
Ami Pra i
ASCII
DisplayWrile
IBM DCA/RFT
Microsoft Word (Dos) 4
Microsoft Word for Windows W
Microsoft Word for Macintosh
Microsoft Works (Dos) >
Microsoft Write
WordPerfect (Dos/Windows} W
WordStar >

Current Software Settings

Convert From: WordPerfect 5.x Convert To: Brother WP
Source: (empty) AutoSelect: Yes
Destination: (empty) Conversien Log: Yes

T4 —> &: Move Choice ENTER: Select Chosen Option  ESC: Exit from Window

Use the cursor keys to select the format you want to convert to. In most
cases, you must choose the version of the destination program. For
example, if you select WordPerfect, this window appears:

PC — Brother el £ Destination Convegg Options  Exit
Ami Pro )
ASCII
DisplayWrite
IBM DCA/RFT
Microsoft Word (Dos)

Microsoft Word for Windows »

Microsoft Word for Macintosh

Microsoft Works (Dos) » | Version 4.1

Microsoft Write Version 4.2

WordPerfect (Dos/Windows) W | Version 3.0
Version 5.1

Version 6.1

Current Software Settings

Convert From: WordPerfect 5.x Convert To: Brother WP
Source: (empty) AutoSelect: Yes
Destination: (empty) Conversion Lopg: Yes

TJ—>€¢—: Move Choice ENTER: Select Chosen Option  ESC: Exit from Window

Press T and 4 to select the version and press ENTER. Press ESC at any time
to return to the Conversion main menu.
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Source functions

Current Software Settings at the
bottom of the window shows the
source file name that you select
or the number of files (if you
select multiple fites).

Use the Source functions to identify source files, to specify the disk drive

and directory where the source files are located, and to choose the file(s)
to convert.

Destination  Convert Options Exit

AutoSelect >
Drive
Directory
Files (s)

Current Software Settings

Convert From: WordPerfect 5.x Convert To: Brother WP
Sourf:e: gempt_v) AutoSelect: Yes
Destination: {empty) Conversion Log: Yes

14— & Move Choice ENTER: Select Chosen Option  ESC: Exit from Window

* AutoSelect. Identifies source files. It is useful because you can
automatically exclude irrelevant files in the same subdirectory. Select
Yes or No for the AutoSelect feature from the submenu. If the source
files cannot be automatically identified, then the AutoSelect option
appears dimmed on most monitors and cannot be selected.

+ Drive. Allows you to enter the letter indicating the disk drive where
the source files to be converted are located. Type the drive letter and
press ENTER.

» Directory. Allows you to enter the name of the directory where the
source files to be converted are located. Type the name of the
directory and press ENTER.

 File(s). Allows you to select the files to be converted. When you
select this option, a window appears listing the files in the source
drive and subdirectory. If AutoSelect was set to Yes, then only the
source file(s) appears. Highlight the file you want to convert and
press the SPACEBAR to select the file. You may select as many files
as you want; then press ENTER to close the window.

Cancel this screen by pressing ESC. The Conversion main menu appears,
leaving the previous setting unchanged.
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Destination functions

Use the Destination functions to indicate where you want to place the
converted files or to name the converted files.

PC — Brother Brother — PC Source Destination _ Convert ~ Options  Exit

[.ocation &
Fite Name(s)

S8

Current Software Settings

Convert From: WordPerfect 5.x
Source: (empty)
Destination: (empty})

Convert To: Brother WP
AutoSelect: Yes
Conversion Log: Yes

T — ¢ Move Choice ENTER: Select Chosen Option  ESC: Exit from Window

* Location. Allows you to indicate on which disk drive and directory
the converted files should be placed.

» File Name(s). Allows you to specify the names of the converted files.
As in standard DOS conventions, you may use “ *” or “ ? ” to keep
part of the names the same as the corresponding source files. When
converting files from other file formats to Whisperwriter, the files
must always have a .WPT extension, since they will be Whisperwriter
files. Therefore, the name field can contain only eight characters.

There may be occasions when the conversion program has to break
up a single source document into several Whisperwriter files. In this
case, the converted file names will have sequential numbers
appended to their names automatically. For example, if a source
document name MEMO.DOC is broken into three destination files,
the converted files are named MEMO.WPT, MEMO-1.WPT, and
MEMO-2.WPT. Similarly, a file named DOCUMENT.TXT, if broken up
into two files, would result in DOCUMENT.WPT and
DOCUME-1.WPT.

When you select Location, this window appears:

PC — Brother Destination _ Convert i Exit

Location » Differenth
File Name(s) { Same Directory

s

Current Software Settings

Convert From: WordPerfect 5.x Convert To: Brother WP
Source: (empty) AutoSelect: Yes
Destination: (empty) Conversion Log: Yes

1) —>€—: Move Choice ENTER: Select Chosen Option, ESC: Exit from Window
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Convert

Options functions

Some features in a document
may not be converted because
they are not supported by the
destination word processor.

Different. Means the destination files will be placed in either a
different disk drive or different subdirectory or directory from the

source files. You are prompted to enter the destination drive and
subdirectory or directory path.

Same. Means the destination files will be placed in the same disk
drive and subdirectory or directory as the source files.

Press ESC at any time to return to the Conversion main menu.

After all the necessary set ups have been done, the highlight bar moves to
the Convert command. Press ENTER to convert.

The window changes to a different mode to show you which files are
being converted, and how much conversion is completed.

Use the Options functions to record information about the conversion
process or change the appearance of your screen.

PC — Broth Brot

Source Destination ~ Convert Options Exit

Conversion Log
Display

Current Scftware Settings

Convert From: WordPerfect 5.x Convert To: Brother WP
Source: (empty) Aut'oSelect: Yes
Destination: (empty) Conversion Log: Yes

T4 —>€¢—: Move Choice ENTER: Select Chosen Option  ESC: Exit from Window

* Conversion Log. A file that the program creates to record
information about the conversion process.

PC — Brother Brother — PC Source Destination  Convert Options Exit

Conversion Logh
Display

Current Software Settings

Convert From: WordPerfect 5.x Convert To: Brother WP
Source: {empty) AutoSelect: Yes
Destination: (empty) Conversion Log: Yes

T ~> €&-: Move Choice ENTER: Select Chosen Option  ESC: Exit from Window

Appendix 243




The program can record such exceptions in a log file that contains an
audit trail. The audit trail log file is a simple ASCII text file that may be
reviewed or printed after doing a conversion.

If the log file does not exist when you run the program, Whisperwriter
automatically creates one and writes the log into it. If the file already
exists, the program adds the new information to the end of the file,
leaving the previous information in it intact. Therefore, the log file is
accumulative over successive conversion sessions.

The log file created is always named “CONVERT.LOG” and is saved in
the Brother subdirectory.

The log file and audit trail can be viewed on the screen using the DOS
type command. For example: C > TYPE C:\BROTHER\CONVERT.LOG

For each conversion session, the audit trail records the date and time the
conversion was performed, source and destination word processing
formats, and the exception summary results for each file converted.
You have the option to allow the program to create the log or not to
credte one. You can select Yes or No for the Conversion Log feature from
the submenu.

* Display. Allows you to change the appearance of your screcen. The
program allows you to specify high intensity or reverse video
emphasis, and whether you prefer a “black-on-white” or
“white-on-black” window.

If you have a color monitor, you can also select from any of the color
schemes available.

1. Select Display from the Options menu. This window appears:

PC — Brother Brother — PC Source Destination ~ Convert  Optioas _ Exil

[} Mono (with Intensity)
4 || Mono (with Rev Video) [
Mono (White on Black) H
Blk & Wht (Backdrop)

i Color 1 (Blue)

Coler 2 (Magenta)

Color 3 (Red, Blue)
Color 4 (Red, Green)
Color $ {Green)

Color 6 (Brown)

H Color 7 (Yellow)

&

Sample Message Window

R o

Current Software Settings
Convert From: WordPerfect 5.X Canvert To: Brother WP
Source: (empty) AutpSelect: Yes
Destination: (empty) Conversion Log: Yes

T{—>€~: Move Cheice ENTER: Select Chosen Option  ESC: Exit from Window

2. Select a color. The color scheme changes.

3. When you find a color you like, press ENTER to select it. Or
press ESC to leave the original colors unchanged.
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Exit
You can exit the program whenever you want.

1. Select Exit on the menu bar and press ENTER. This message appears:

Current Software Settings
Convert From: WordPerfect 5.x Convert To: Brother WP
Source: (empty) AutcSelect: Yes
Destination: (empty) Conversion Log: Yes
T4 —¢: Move Choice ENTER: Select Chosen Optien ~ ESC: Exit from Window

2. Type Y and press ENTER to exit to DOS or type N to stay in the
program. Press ENTER.
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Conversion Steps

STEP 1

PC — Brother

{From PC to Brother)
Select the PC word
Processing format you need OR

to convert from. The files
will be converted to Brother

Brother — PG
(From Brother to PC)
Select the word processing

format your Brother file will
be converted to.

format.
STEP 2 ‘
Source
AutoSeslect Select the file(s) you need
Drive to convert, and where those
. files are located.
Directory
File(s)
STEP 3
Destination Choose where your
Location converted files will be
File Name(s) saved.
STEP 4
Convert Begin the conversion

process.
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Troubleshooting

Your Whisperwriter has been manufactured to give you years of
trouble~free use. In the rare instance that problems occur, you may find
the solution in the table below. If you cannot, do not autempt to repair the
word processor yourself. Instead, please contact your local Brother Service
Center. (For a list of Brother Service Centers, refer to the Brother
Authorized Servicc Center booklet that comes with your Whisperwriter.)

Problem

Solution

Nothing works after the
word processor has been
turned on.

Check that the word processor is plugged into a
power source.

Printout is impossible or
difficult to read.

Check that the ink—jet cartridge is installed
correctly. (Please refer to Installing/Replacing an
ink-jet cartridge on page 18.)

Check that there is ink in the cartridge.

Press CODE + SHIFT + INK CHG to clean the
print head. If printout is still difficult to read, press
CODE + INK CHG. After the print head moves to
the left, replace the ink—jet cartridge. Then press
RETURN to clean the print head. Repeat this
operation several times if necessary.

Back of paper is stained
with ink.

The main roller is stained. Feed two or three
sheets of paper through the printer to clean the
roller.

Ink runs on the paper.

Try printing on the other side of the paper. If this
does not solve the problem, try other types of

paper.

White horizontal lines
appear in the printed text.

The printer and the print head on the cartridge are
not properly connected. Remove and reinsert the
cartridge. (See “Replacing the Ink-jet Cartridge” for
more information.)

Paper jams.

If the paper jams while you are using the cut sheet
feeder, first remove the cut sheet feeder; then
remove the jammed paper.

All seems normal after the
word processor has been
turned on, but nothing
displays.

Model WP—6700CJ—Adjust the brightness control.
Model WP-7700CJ—Adjust the brightness and
contrast control. Check that the signal cable is
firmly connected to the monitor.

Disk drive operation is not
possible.

The diskette has been damaged, or a television
set or the monitor is located too close to the disk
drive. Try with another diskette and/or move the
word processor.

You run out of memory
when you try to edit a

large file (more than 60
kb) created on an older

Whisperwriter.

Reduce the file size by copying portions and
saving to a smaller file {under 60 kb). (The extra
control for “Color” on newer models increases the
data size 1.2 times.)
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Error Messages

Please consult the following table when an error message appears:

Message

Cause

Solution

Check printer! Press
any key to continue.

Malfunction of the
printer mechanism
detected.

Press any key to erase the
message, turn the power off,
then on again, ahd check to
see if the printer moves
correctly. If the error message
appears again, press any key
to erase the message, turn the
power off, then on again, and
check whether the printer
moved correctly. If the error
message appears again,
consult your local Brother
Service Center”.

[ncorrect spec!

Malfunction at a
soldering point
detected.

Turn off the power and consult
your local Brother Service
Center” immediately.

RAM down!

Malfunction detected
in your machine's
Random Access
Memory (RAM).

Turn the power off and consult
your local Brother Service
Center” immediately.

*For a list of authorized Brother Service Centers, refer to the Brother
Authorized Service Center booklet that comes with your Whisperwriter.
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Specifications

Display: LCD (WP-6700CJ) 480 x 128 dot

Display: CRT (WP-7700C]) 800 x 324 dot

Keyboard: 65 keys

Printer: Built-in color ink jet printer

Print method:
Print speed:
Paper capacity:
Print capacity:

Ink-jet Cartridge:

Font type (WP-6700C]):
Font type (WP-7700C]):

Font size:
Memory:

Text memory;

External memory:

General:

Voltage:

300 x 300 dpi ink jet printing

160 cps (for regular & fine quality printing)
304.7 mm (12 inches)

231.14 mm (9.1 inches)

Approximately 1,000,000 characters
(ink—jet cartridge in regular print mode*)

Tennessee, Helsinki, Brougham
Tennessee, Helsinki, Brougham, US, Calgary

10, 12, 18, 24, 36 point

70 kb
1.44 Mb/720 kb (formatted) 3.5" diskette

120V

* Estimated by using standard text in 12 point, Brougham font.

Compatible Accessories

Obtain supplies from your nearest authorized Brother dealer. Brother
cannot be held responsible for difficulties caused by the use of

unauthorized supplies.

Supplies:

MFD-80 Package of ten HD 3.5" diskettes, 1.44 Mb
IN-700 Black Ink-jet Cartridge

IN-710C Color Ink-jet Cartridge

CF-710 Cut Sheet Feeder ’

MO-700 Data Modem (WP-7700C] only)
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Glossary

Abbreviated phrase: A function that allows you to enter phrases you use frequently by typing an abbreviation
rather than the entire phrase.

Absolute address: A spreadsheet cell address specified in a formula that is not updated if you change the
layout of your spreadsheet.

Accelerator keys: The underlined letters on function menus or pull-down menus that can be used as short cut
keys by pressing the same letter on the keyboard to activate that function on the menu.

Address: The position of a spreadsheet cell, designated by its column letter and row number.
Address block: In a letter, the area in which the recipient’s address is shown.
Alpbanumeric data: Data entered into a spreadsheet that cannot be calculated.
Application: A program such as Word Processing, Spreadsheet, or Addressbook.

Argument: The information such as a value or cell address that you must supply when using a math function in
the Spreadsheet application.

ASCH file: A text file consisting of only ASCII codes (all special formatting has been eliminated).

Backup: A copy of your data on a separate diskette that you keep in case your original data and/or diskette is
damaged.

Block: An area of text that you can copy, delete, or move to another part of that document or to ancther
document in Word Processing, Spreadsheet, or Addressbook applications.

Body block: In a letter, the main body of text.

Bold: Characters that arc thicker than normal, or to make characters that are thicker than normal.
Calculator: An application that enables calculations to be made on the screen.

Center tab: A tab used to center text at that tab position.

Cell: The area on a spreadsheet located at the intersection of a row and column where one piece of data is
stored.

Centering: A Word Processing function that centers text between margins.

Change screen: A function used with the dual display mode to change the active file, that is, to move the
cursor between the two files displayed on the screen.

Character keys: Keys that produce a letter or symbol.
Chart symbol: A symbol that indicates that there is a chart beginning from that line.
Clip Board: Memory for temporarily storing data that you want to put at another location.

Column: In Addressbook, a vertical group of information that represents one category, such as names or
addresses. In Spreadsheet, a vertical group of cells extending from the top of the worksheet area to the
bottom that is one cell wide.

Command mode: The mode in which you can access the function menu by pressing MENU in the Spreadsheet
application.

Complimentary close line: 1n a letter, a line containing ending words and phrases such as “Sincerely” or
“Truly yours.” In the Auto Letter Layout application, the complimentary close line must contain more than
five characters (and can contain up to 30) and is followed by a comma and RETURN.

Conversion: Changing computer data into a form that can be used by a different computer system or program.
The Whisperwriter allows you to convert a Word Processing file into an ASCII file and vice versa, as well as
a Spreadsheet file into a Lotus® 123® file and vice versa.
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Cursor: (1) A small blinking box used to select a position on the screen.
(2) A long illuminated block used to select menu items by highlighting them.

Cursor keys: The four keys with arrows on them. When you press a cursor key, the cursor moves in the
direction of the arrow on the key.

Cut sheet feeder: A paper feeder, available as an option, that automatically feeds individual sheets of paper.
Date line: In a letter, 2 line showing the date of the letter.

Decimal tab: A special tab used to align numbers in a column by their decimal point rather than by the first
character.

Denominator: The bottom half of a fraction or equation.

Direct number: Spreadsheet data consisting of digits and possibly a decima! point that can be used in
calculations.

Disk Drive: The mechanism that writes data to and reads data from diskettes.

Diskettes: A thin, magnetic-coated disk on which computer data can be stored. The Whisperwriter uses a
3.5-inch diskette.

Double sort: Rearanges data according (o two specified conditions.

Dual display: Displaying two files (not necessarily from the same application) on the screen.
Enclosure notation: In a letter, a line containing information about any attachments to the letter.
Entry field: On the Data Input screen in the Addressbook application, each data entry area.

Exponentiation: A notation that indicates the number of times a number is to be multiplied by itself. In the
Spreadsheet application, 23 is displayed as 2#3 and means 2 x 2 X 2.

Extension: Characters added to the end of a file name that with a period o identify which application the file
was created. These extensions contain a period and three letters. Example: \WPT

Extra Character: Foreign language characters, special marks, and common symbols available for use in your
files.

File: The unit in which data is stored on the diskette, for example, a single Word Processing document,
Spreadsheet, or Addressbook file.

Floppy diskette: See Diskettes.

Fomnt: A specific typeface style assigned to the characters. You may use one font or a combination of fonts
within one file. (Tennessee, Helsinki, etc.)

Font Size: The height and width of a character determined by the selected point size (the vertical measurement
of the characters).

Font & Size: Dialog box that allows you to select both the font and the size of the font for typed characters.
Footer: A line of text that prints at the bottom of every page in a document.

Format; The visual arrangement of text on a page, determined by factors such as margin and tab settings,
justification, centering, etc.

Format change symbol: A symbol indicating that there was a format change, such as Justify on/off.
Formatting: See Initializing.

Format mark: Symbals that designate spreadsheet data as alphanumeric data. Format marks can also be used
to place data flush right or flush left in cells.

Formaula: Numeric data entered on a spreadsheet consisting of operators, operands, and parentheses that direct
the system to perform a calculation.

Frame: A set of horizontal and/or vertical lines such as those used in forms and tables.
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Function key: A key that initiates a specific operation. The MENU key is an example of a function key.

Function menu bar: A bar that appears across the top of the screen that contains pull-down menu names. You
can access it by pressing MENU,

Grapbics: Any non-alpha/numeric image that you add to your document, such as vertical/horizontal lines,
charts, and graphs.

Header: A line of text that prints at the top of every page in Word Processing files.
Help window: A window that shows a list of short cut keys.

Hypben scan: A Word Processing function that scans your document for lines of text with long blank spaces
caused by the word wrap function.

Identification line: In a letter, the line containing the name of the sender.

Initializing: A process by which the system divides a diskette into sections that organize the storage of your
files. If the diskette contains data, the system will delete it during formatting,

Ink-jet cartridge: An accessory needed to supply ink for printing.

Input area: In the Spreadsheet application, the upper row where the cursor moves when inputting data.
Input/Edit screen: In the Word Processing and Addressbook applications, the screen where you enter data.
Insert mode: The mode in which you can insert text at the cursor while “pushing” other text further on.
Integer: A whole number (without any fraction or decimal places).

Justify: A Word Processing function used to adjust the spacing in each line of text so that left and right margins
are evenly aligned.

Label: A string of characters that identifies each category of information in an Addressbook file.

Label printing: A method for printing Addressbook records on envelope labels.

Leader tab: A tab used to enter a line of dots from the position where TAB is pressed up to the next tab stop.
Line framing symbol: A symbol indicating that there is a frame beginning on that line.

Line out: A function that quickly erases all characters before the cursor on the current line.

List printing: A method for printing Addressbook records as a list.

Memory: A part of the Whisperwriter that temporarily stores data. The contents of the memory are cleared
when you turn off the Whisperwriter.

Merge printing: A function for printing a Word Processing document incorporating Addressbook records (such
as addresses) in desired positions.

Non-character key: Keys that don't provide letters or symbols. Non-character keys activate the functions
indicated on their respective key tops.

Normal tab: A tab stop used to left-align text with that tab position.
Numeric data: Data entered in a spreadsheet that can be used in calculations.

Operand: The data in a spreadsheet formula on which a mathematical operation will be performed. In a
spreadsheet formula, an operand can be a number, address, function, or formula enclosed in parentheses.

Operator: The character in a spreadsheet formula that specifies the mathematical operation to be performed
(+, =, #,* and /).

Overwrite mode: The mode in which inserting text at the current cursor position deletes the text at that
position.

Page break symbol: A symbol that ends a page and starts a new page.
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Paragraph break: The end of a paragraph formed by pressing RETURN. The paragraph break symbol [J]
displays.

Permanent byphen: A hyphen to protect words from being separated on two lines. Words with a permanent
hyphen between them are treated as one word.

Permanent space: A space to protect words from being separated on two lines. Words with a permanent
space between them are treated as one word.

Point: The unit used to express the size of characters. 72 points = 1 inch.

Print Preview: A screen illustration of your typed document displayed to give an overall format layout before
printing.

Prompt: A mcssage or format displayed on the screen that requires the user’s response.
Pull-doumn menu: A list of functions that appears below the menu name when the menu name is selected.
Recalculation: Redetermines the results of all formulas in a spreadsheet to incorporate new or changed data.

Record: One listing in an Addressbook file, for example, the name, address, and telephone number of one
individual.

Relative address: A spreadsheet cell address that gives the location of a cell in relation to its position from
another cell. This address updates when the spreadsheet document’s layout changes.

Right margin flush: The text is aligned with the right margin.

Root directory: The original file directory of a tree structured file system. The root directory exists even if the
user does not make any other directories.

Row: On a spreadsheet, a horizontal line of cells that extends from the extreme left of the worksheet area to
the extreme right.

Salutation line: In a letter, the line before the body of the letter, containing a phrase beginning with a greeting
such as “Dear” or “Ladies and Gentlemen.”

Scale: The line at the top of the display that shows the horizontal position of the cursor as well as the position
of the right and left margins and tab settings.

Scroll: To quickly move through the data display area when all the data cannot fit on the screen. As old data
disappears from one edge of the screen, new data appcars at the opposite edge,

Search: A Word Processing, Spreadsheet, and Addressbook function that finds a specified string of characters.
Select: A Spreadsheet and Addressbook function that lists data that match the specified conditions.

Self-demo: A program that shows you examples of Spreadsheet, Word Processing, and Addressbook
documents.

Short-cut keys: A combination of keys that activates a function without selecting the function from the
function menus.

Signature block: In a letter, an area where the sender signs his or her name.

Soft byphen: A hyphen entered with CODE + S or inserted with hyphen scan function.

Soft space: A normal space produced by pressing SPACEBAR.

Sort: Reorganizes Spreadsheet or Addressbook data in either alphabetic or numeric order (or reverse order).
Spell check: A function that checks your text for misspelled words and displays a list of possible corrections.

Split size: A function used to adjust the ratio of the displayed portion of files when two are shown on the
screen.

Status line: The area at the top of the screen showing the name of the file you are working on and other
current settings.
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Subdirectory: Directories created by the user that appear below a root file directory or other file directories.
Subscript: Characters printed slightly lower than normal characters.

Superscript: Characters printed slightly higher than normal characters.

Symbols: Special characters that can be included in your documents.

Tab: A key that moves the cursor {and text) to the next preset tab stop. Tabs can align text in various ways. For
example, decimal tab aligns numbers by their decimal points.

Text area: In the Word Processing Input/Edit screen, the range over which you can move the cursor and enter
data.

Tutorial: A program that shows how to use the Word Processing application.
Type style: An attribute, such as underlining, that is given to your typed text to add effect.

User dictionary: A list of words not in the Spell Check’s standard dictionary that are entered by the user. The
Spell Checker consults this when checking spelling in your document.

Word out: A function that allows you to quickly delete the word immediately before the current cursor
position.

Word wrap: This function allows you to type a paragraph without continuously pressing return. When a word
goes beyond the right margin, the word moves to the next line automatically.

Write protection: Protects a diskette from accidental erasure. This is done by setting the write-protection
switch on a diskette in the Read Only position.

Wild card character: A character included in a character string to rcpresent one or more unknown characters
when searching for a character string. In the Whisperwriter, “?” is used to represent one unknown character
in a string, and * is used to represent one or more characters.

Worksbeet area: The area in the spreadsheet application where the data is entered and manipulated. This arca
is divided into cells.
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Accessories, 249
Abbreviated phrase
description of, 81
creating a file, 82
maintenance
in Word Processing, 81
in Spreadsheet, 136
in Typewriter, 166
memory, 81
Absolute address, 124
Addressbook, 141
Data input screen, 142
description of, 30
Edit functions (View Screen)
Select records, 148, 149
Sort records 148
File functions, 143
Input functions (View Screen), 143
Bottom Record, 143, 144
New Record, 143
Top Record, 143, 144
Jump functions (Data Input Screen)
Bottom Record, 156
New Record, 156
Search, 156
Top Record, 156
Label functions (Data Input Screen)
Change Label Name & Width, 156
Delete Label, 156
Insert Label, 156
Label functions (View Screen)
Change Label Name & Width, 146, 147
Delete Label, 146, 147
Insert Label, 146
Option functions (Data Input Screen), 157
Print functions (View Screen)
Print Record ON/OFF, 150
Print, 150, 152
Record functions (View Screen)
Copy to Clip Board, 144, 146
Copy, 144, 145
Delete, 144, 145
Insert, 144, 146
Move, 144
Paste from Clip Board, 144, 146
Screen functions (Data Input Screen)
Change Screen, 157
Return to View Screen, 157
Split Size, 157
Screen functions (View Screen)
Change Screen, 150
Split Size, 150
View screen, 142
All Off (Sprcadsheet), 119, 124
Appendix, 229
Graphic art images, 229

accessories, 249
black and white, 230
color, 234
extra character table, 235
symbol table, 235
conversion, 236
troubleshooting, 247
error messages, 248
specifications, 249
Applications, descriptions of, 30
ASCH, 237
Attribute
Adding to a block of text, 71
Color, 36, 162
Auto Letter Layout, 209
Address block, 209
Body block, 210
Complimentary close line, 210
Date line, 209
description of, 31, 81
Enclosure notation, 210
Identification line, 210
Salutation line, 210
Signature block, 210
Auto Log-In, 178
Executing Auto Log-In, 179
Recording Auto Log-In, 179
Auto Page Numbering, 55
Auto Return On/Off, 164
AutoSelect, 241

Block functions,

in Spreadsheet, 124

in Word processing, 69, 71
Bold

in Spreadsheet, 119, 120

in Typewriter, 165

in Word Processing, 59

see also, Type Style Change
Bottom Record, 143, 144, 156

C

Calculation Method, 128, 134

Calculator, 227
clearing the calculator, 228
description of, 31
inputting data, 227
Number Lock mode, 227
order of calculation, 228
quitting the calculator, 228
storing a constant, 228

CANCEL key, 28

Cartridge (see also, Ink—jet cartridge)
in Disk Application
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color ink cartridge, 202, 203, 206
monochrome cartridge, 203, 206
Cells, 99, 101
Center tabs, 63
Centering text
in Spreadsheet cells, 112, 113
in Typewriter, 164
in Word Processing, 50, 55
Change Label Name & Width
Data Input Screen, 156
View Screen, 146, 147
Change Screen
in Addressbook (Data Input Screen), 157
in Addressbook (View Screen), 150
in Spreadsheet, 136
in Word Processing, 92
Character keys, 27
Character Code Table, 183
Chart
editing, 72
examples of different types, 74
Check During Typing ON/OFF
in Typewriter, 166
in Word Processing, 81
Clear
block of cells in Spreadsheet, 124, 127
data from the Calculator, 228
Clip art
black and white, 230
color, 234
description of, 32
Clip Board, 223
Copying data to, 223
Copying from
Addressbook to Addressbook, 226
Addressbook to Spreadsheet, 226
Addressbook to Word Processing, 226
Spreadsheet to Addressbook, 226
Spreadsheet to Spreadsheet, 226
Spreadsheet to Word Processing, 225
Word Processing to Addressbook, 226
Word Processing to Spreadsheet, 226
Word Processing to Word Processing, 225
Pasting data from, 224
Addressbook to Addressbook, 226
Addressbook to Spreadsheet, 226
Addressbook to Word Processing, 226
Spreadsheet to Addressbook, 226
Spreadsheet to Spreadsheet, 226
Spreadsheet to Word Processing, 225
Word Processing to Addressbook, 226
Word Processing to Spreadsheet, 226
Word Processing to Word Processing, 225
Close file, in Word Processing, 44, 47
CODE key, 29
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Color
attribute color, 36, 162
block of text, 71
display color on the screen, 244
document, 59, 60, 61, 165
font color, 36, 162
frame color, 78
header or footer, 56
label name, 58
printing graphics with color, 202
Search Color Function, 42
moving the cursor, 42
with copy/paste, 225, 226
Color ink cartridge, 202, 203, 206
printing graphic with color, 202
Column width, 128
Command mode in Spreadshect, 99
Communication, 167
Auto log-in, 178
description of, 31, 168
Communication files
description of, 170
opening, 171
File Functions, 171
CompuServe, 171
New Set Up, 171, 173
Open File, 171, 175
Quit, 171, 177
Save File, 171, 176
Modems, 167
Password, 172
Phone functions, 177
Auto log-in, 178
Dial, 177
Disconnect, 177, 180
Transfer Functions, 180
Receive ASCII FILE, 180, 181
Send WP TEXT, 180
User ID, 172
CompuServe, 171
Connecting
the modem, 8
the monitor, 8
Control Codes, transmitting, 184
Conversion {(on the Whisperwriter), 193
Brother Word Processing files — PC, 193
ASCII (text only), 193
ASCII (text with layout), 193
Brother Spreadsheet files — Lotus® 1-2-3®, 196
Lotus@ 1-2-3@ — Brother Spreadsheet files, 197
IBM PC code, 199
PC — Brother Word Processing files, 193, 195
Conversion (on a PC), 33, 236
AutoSelect, 241
Brother — PC, 240
Destination functions
File Name(s), 242



Location, 242 a graphic, 72, 80

Installing and starting Conversion software, 238 a label
Options functions Data Input Screen, 156
anvcrsion Log, 243 View Screen, 146, 147
Display, 244 columns/rows, 128, 132
PC — Brother, 239 data from a chart, 76
Source functions files from a diskette, 189, 191
AutoSelect, 241 in Spreadsheet, 128, 132
Directory, 241 lines in a frame, 78, 79
Drive, 241 Desk Top Reference, 215
File(s), 241 description of, 31
Steps, 246 Jumble, 215, 220
Copy Graphic, 72 Return to Main Menu, 215
Copying User Dictionary Maintenance, 215, 222
block of records (Addressbook), 144, 145 Word Reference, 215, 216
block of text (Word Processing), 69, 70 Dialing, 168, 177
chart, 72 Directory Read (diskette), 191, 192
format symbol, 59 Disconnect, 177, 180
files, 188, Disk Application, 201
frame, 72 description of, 31
graphic, 72 Frame Print, 33, 205
one cell to other cells, 124, 126 Graphic Art Print, 201
range of cells, 124, 125 Self-Demo, 207
Copying (in Clip Board) from Tutorial, 207
Addressbook to Addressbook, 226 Diskette
Addressbook to Spreadsheet, 226 copying a file, 188
Addressbook to Word Processing, 226 deleting a file, 189, 191
Spreadsheet to Addressbook, 226 description of, 24
Spreadsheet to Spreadsheet, 226 initializing (formatting), 25, 191
Spreadsheet to Word Processing, 225 inserting, 24
Word Processing to Addressbook, 226 making a backup copy, 187
Word Processing to Spreadsheet, 226 read the directory, 192
Word Processing to Word Processing, 225 removing, 24
Copying to Clip Board, 223 renaming a file, 189
from Addressbook, 144, 146 write—protecting, 26
from Spreadsheet, 124, 127 Dual Display, 32

from Word Processing, 69, 71
Create New Chart, 72

Currency, 119, 121 E

Cursor keys, 27, 41 Edit

Cursor, moving in screen, 41 Chart, 72, 76

Cut sheet feeder, 11 Footer, 55
automatic paper feeding, 12 Frame, 78
installing, 11 Color, 78, 79
manual paper feeding, 14 Delete All, 78, 79
reinstalling, 16 Enlarge/Reduce, 78, 79
removing, 16 Exit, 78, 79
removing to avoid paper jam, 161 Header, 55

User Dictionary, 88
Edit Thesaurus

D in Typewriter, 166
Decimal tabs, 62 in Word Processing, 81
Delete Enlarging a frame, 79

a block of records (Addressbook), 144, 145 Error messages, 248

a block of text (Word Processing), 69 Exccuting Auto Log-In, 179



Extra characters, 40 H

Extra character table, 235 Header, 50
Color, 56
editing, 55
F Exit, 55
File Copy, 188 Font & Size, 56
File Management, 44, 185 Margins & Tabs, 56
description of, 31 positioning, 55
Disk Functions, 191 Type Style Change, 56
Delete All, 191 Help windows, 32
Directory Read, 191, 192 Hyphen
Initialize Disk, 191 Normal hyphen, 38
List Print, 191, 192 Permanent hyphen, 38
Convert Functions, 193 Soft hyphen, 38
File Functions, 188 Hyphen Scan, 50, 56
File Copy, 188
File Delete, 188, 189
Rename, 188, 189 |
Return to Main Menu, 188, 190 IBM PC Code, 199
File name extensions for template files, 159 Indent

Fill, 112, 114

creating a line indent with a tab, 63
Find Position, 164

creating a paragraph indent with a tab, 63

Fixed function, 119, 120 Initialize disk, 191

Font & Size Ink—jet cartridge
Typewriter, 165 description of, 17
Word Processing, 56, 59, 61, 69, 71 installing, 18

Font color, 36, 162 replacing, 20

Footer, 50, Input/Edit mode, 99
Color, 56 Input/Edit screens
editing, 55 Spreadsheet, 99
Exit, 55 Typewriter, 162
Margins & Tabs, 56 ‘ Word Processing, 36
positioning, 55 Inputting a range, 108
Type Style Change, 56 Insert

Formula text function, 119, 123 Addressbook, 144, 146

Frame Spreadsheet, 128, 130
coloring, 78, 79 merge codes in your document, 58
deleting all lines, 78, 79 Insert Label function
editing, 78 Data Input Screen, 156
enlarging, 78, 79 View Screen, 146
reducing, 78, 79 Insert Mode, 42

Frame Print, 33, 205
Function Mark ON/OFF, 92

Function Keys, 28 J
CANCEL, 28 Jumble, 225
CODE, 28

Justify

MENU, 28 text in Typewriter, 164
RETURN, 28 text in Word Processing, 50
G K
Games, 33, 201 Keyboard, 27
Glossary, 251 Keys
Graphic Art Print, 33 CANCEL, 28
Character keys, 27
CODE, 29
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Cursor keys, 27, 41
MENU key, 28
RETURN key, 28

L

Labels,
change print settings, 154
change settings, 152
create, 146
printing, 150, 154
Layout, 94
Leader tab, 63
Left alignment of data (Spreadsheet), 112, 113
Letter layout, 209
parts of the letter, 209
Line framing, 72
Line indent, 63
Typewriter, 165
Word Processing, 59
List Print, 191, 192

M

Main Menu, illustration, 30
Margins & Tabs
Typewriter, 165
Word Processing, 56, 59
Maximum length of data, 228
MENU key, 28
Merge Code, 50, 57, 58
Merge printing, 96, 155
Modem
about, 167
connecting to the system, 8
Monitor, connecting to the main unit, 8
Monochrome cartridge, 203, 206
Move
a block of records (Addressbook), 144
a block of text (Word Processing), 69
a range of cells (Spreadsheet), 124, 125
Multi—column
in Word Processing, 59
layout, typing text in, 65

N

New Record
in Addressbook (Data Input Screen), 156
in Input menu (View Screen), 143

New Set Up, 171, 173

No Display, 119, 123

Normal hyphen, 38

Normal tabs, 62

Number Lock, 28

(o

Open file for Dual command, in Word
Processing, 44
Open file command
in Communication, 171, 175
in Word Processing, 44
Overwrite Mode, 42

P

Page break, 39
Page numbering, 55
Page Setup
in Addressbook, 153
in Spreadsheet, 138
in Typewriter, 165
in Word Processing, 59
Paper, 9
Paper jam, removal of cut sheet feeder, 161
Paragraph break, 39
Paragraph indent, 39, 63
Paste from Clip Board
into Addressbook, 144, 146
into Spreadsheet, 124, 127
into Word Processing, 69, 71
Pasting data from
Addressbook to Addressbook, 226
Addressbook to Spreadsheet, 226
Addressbook to Word Processing, 226
Spreadsheet to Addressbook, 226
Spreadsheet to Spreadsheet, 226
Spreadsheet to Word Processing, 225
Word Processing to Addressbook, 226
Word Processing to Spreadsheet, 226
Word Processing to Word Processing, 225
Percent, 119, 122
Permanent hyphen, 38
Permanent space, 39
Phone functions
dialing, 168, 177
disconnecting, 177, 180
Print, 94, 150, 152
Area, 137
Frozen Title, 138
Point, 138
Quality, 138
Print Options, Cut Sheet Feeder, 138
Print Record ON/OFF, 150
Printing
Addressbook labels, 150, 154
Addressbook list, 152
all file names, 49
on diskette, 191, 192
graphic with color, 202
Labels, 150, 154
Merge printing, 96, 155



Spreadsheet, 140
Word Processing documents, 94

Q

Quit, from Communication, 171, 177

R

Range of cells, 107
Range Protect, 128, 133
Recalc, 128, 132
Receive ASCII FILE, 180
Recording Auto Log-In, 179
Reducing a frame, 79
Relative address, 124
Rename, 188
Replace
in Spreadsheet, 112, 113
in Word Processing, 50
Replacing a used ink jet cartridge, 20
RETURN key, 28
Return to View Screen, 157
Right alignment of data (Spreadsheet), 112, 113
Right margin flush
Typewriter, 164
Word Processing, 50, 55

S

Save File, in Communication, 171, 176
Save file, in Word Processing, 44
Scale line ON/OFF, 92
Scale, 37, 163
Search Color Function, 42
Search
In Addressbook (Data Input Screen), 156
In Spreadsheet, 112, 113
In Word Processing, 50, 52
Select
In Addressbook, 148, 149
In Spreadsheet, 112, 116
Selecting records for merge printing, 155
Self-Demo, 33
Send WP TEXT, 180
Set Up, 6
Soft hyphen, 38
Soft Space, 38
Sort
in Addressbook, 148
in Spreadsheet, 112, 115
Spaces
Permanent spaces, 39
Soft spaces, 38
Special characters, 40

Spell Check
capitalization mistakes, 86
in Word Processing, 84
in Spreadsheet, 136
in Typewriter, 166
misspelled words, 84
redundant words, 86
Split Size
in Addressbook (Data Input Screen), 157
in Addressbook (View Screen), 150
in Spreadsheet, 136
in Word Processing, 92
Spreadsheet, 97
absolute address, 124
Block functions, 124
Clear, 124, 127
Copy to Clip Board, 124, 127
Copy(A Range of Cells), 124, 125
Copy(One Cell to Other Cells), 124, 126
Move, 124, 125
Paste from Clip Board, 124, 127
description of, 30
Edit functions
Center, 112, 113
Fill, 112, 114
Left, 112, 113
Replace, 112, 113
Right, 112, 113
Search, 112, 113
Select, 112, 116
Sort, 112, 115
Input area, 99
Input/Edit mode, 99
Inputting a range of cells, 108
Options functions
Abbreviated Phrase Maintenance, 136
Spell Check All, 136
User Dictionary Maintenance, 136
Range of cells, 107
Relative address, 124
Screen functions
Change Screen, 136
Split Size, 136
Setting the print options
Cut Sheet Feeder, 138
Page Setup, 138
Print Area, 137
Print Frozen Title, 138
Print Point, 138
Print Quality, 138
Sheet functions
Calculation Method, 128, 134
Column Width, 128
Delete, 128, 132
Insert, 128, 130
Range protect, 128, 133
Recalc, 128, 132



Title, 128, 129
Worksheet Protect, 128, 134
Style functions
All Off, 119, 124
Bold, 119, 120
Currency, 119, 121
Fixed, 119, 120
Formula text, 119, 123
No Display, 119, 123
Percent, 119, 122
Style notes, 119
Underline, 119
Starting applications, 31
Status line
in Spreadsheet, 99
in Typewriter, 162
in Word Processing, 36
Storing a constant, 228
Style notes, 119
Symbol table, 235

Centering, 164
Find Position, 164
Justify, 164
Return to Main Menu, 165
Right Margin Flush, 164
Hot Zone, 163
Input/Edit screen, 162
Scale, 163
Status Line, 162
Option functions
Abbreviated Phrase Maintenance, 166
Spell Check All, 166
Check During Typing ON/OFF, 166
Type Thesaurus, 166
User Dictionary Maintenance, 166
Style functions, 165
Color, 165
Font & Size, 165
Margins and Tabs, 165
Page Setup, 165

Symbols, 40 Type Style Change, 165
Page Setup, 165

T Typing text in multi-column pages, 65
Tabs U

center tabs, 63 Underline, 119

creating a line indent, 63 User Dictionary

creating a table, 62 adding a word, 88

decimal tabs, 62 maintenance

leader tabs, 63 in Spreadsheet, 136

normal tabs, 62 in Typewriter, 166

paragraph indent, 39, 63 in Word Processing, 81
Table, creating with a tab, 62

Template, 159

Text w
deleting, 43 Word Processing, 35
inserting, 42 Auto Page Numbering, 55
Text area, 37 Block functions, 69
Title, 128, 129 Color, 69, 71
Top Record Copy to Clipboard, 69, 71
in Addressbook (Data Input Screen), 156 Copy, 69, 70
in Input Menu (View Screen), 143, 144 Delete, 69, 70
Troubleshooting, 247 Font & Size, 69, 71
Tutorial, 33 Move, 69
Type Style, 35, 162 Paste from Clipboard, 69, 71
Type Style Add, Word Processing, 69, 71 Type Style Add, 69, 71
Type Style Change Type Style Change, 69, 71
Typewriter, 165 description of, 30
Word Processing, 56, 59, 61, 69, 71 Edit functions

Type Thesaurus
in Typewriter, 166
in Word Processing, 81, 90
Typewriter, 161
description of, 31
Edit functions, 164
Auto Return On/Off, 164

Centering, 50

Footer, 50, 54

Header, 50, 54
Hyphen Scan, 50, 56
Justify, 50, 51

Merge Code, 50, 57, 58
Replace, 50, 53



Right Margin Flush, 50, 51
Search, 50, 52
Editing a frame, 78
Color, 79
Delete, 79
Enlarge/Reduce, 79
Exit, 79
File functions, 44
Close File, 44, 47
File Management, 44, 48
Open File, 44, 45
Open File for Dual, 44, 46
Save File, 44, 46
Graphics functions, 72
Chart examples, 74
Copy Graphic, 72, 80
Create New Chart, 72
Bar chart, 73
Line chart, 73
Pie chart, 75
Stacked Bar, 73
100% Stacked Bar, 73
Delete Graphic, 72, 80

Deleting data from a chart, 76

Edit Chart, 72

Final points about charts, 76

Line Framing, 72
Input/Edit Screen, 36

Scale, 37

Status Line, 36

Text area, 37
Merge printing, 96
Option Functions, 81

Abbreviated Phrase Maintenance, 81

Auto Letter Layout, 81, 89

Spell Check All, 81, 84
Capitalization, 86
Misspelled words, 84
Redundant words, 96

Spell Check During Typing ON/OFF, 81, 86

Type Thesaurus, 81, 90

User Dictionary Maintenance, 81, 87

Print functions
Print, 94
Layout, 96

Printing and Previewing the document, Layout,

94

Screen Functions, 92
Change Screen, 92
Function Mark ON/OFF, 92
Scale Line ON/OFF, 92
Split Size, 92, 93

Style functions, 59
Color, 59, 61
Copy Format, 59, 66
Delete Format, 59, 66

Index

Font & Size, 59, 60

Line Spacing, 59, 64

Margins & Tabs, 59, 61

Multi-Column, 59, 65

Page Setup, 59, 67

Type Style Change, 59
Word Reference, 216
Word Wrap, 38
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FCC NOTICE
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