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INTRODUCTION

Transcribing text has been with us since the days of the scribe,
that literate person with great skill in hand lettering. But, while
literacy became more widespread, skill at hand lettering still belonged to
a minority. As society became more complex and the amount of written
communication increased, it was no longer workable for a scribe to spend
years copying a book. In the constant gquest for more efficient methods,
several developments took place. Shorthand for oral transcription,
mechanical letter printers for uniform legibility, followed by dictation
equipment, manual typewriters, automatic typewriters, and finally, the
computer, ' |

With the computer, we have the beginning of a new type of
improvement not only in productivity but in the very nature of secretarial
practice, Document transcription (transcirbing documents), has,at best,
been a tedious, repetitive, exhausting task for the secretary. Power
typing, as exemplified by the magnetic card storage typewriter, was a real
breakthrough in that the step from rough draft to final COpy was eased
considerably. Repetitive typing of letters, for example, was made much
easiery since only the names and addresses had to be retyped.

WORD-MASTER, a software product developed and licenced for use to
others by MicroPro International Corporation represents an important
contribution to low-cost yet very capabable text editing and document
preparation technology. Designed for use by office personnel familiar
with a standard typewriter keyboard, this Operators Guide will provide an
operator with information to prepare and manipulate documents with
significant ease and efficiency.
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GETTING STARTE

We will begin by doing some "cookbook" exercises to shoew off the
system, dazzle your mind and quicken your curiosity £or reading the rest
¢f this guicde.

Turn on your computer; slip in a diskette with WORDMASTER on it; and
bring up the CP?/M system. If vou don't kncw how to deo this, better refer
to the turn-on procedure £or vour particular computer before proceeding
further. When the A> appears, tvrpe:

A>WM EXAMPLE.RSC (and then press the RETURN button)

After a few seconds, jﬂu’ll see the MicroPro copyright notice, a
message that says "NEW FILE", after which the screen blanks and a waite
recktangular symbol, called the cursor, appears in the upper left hand
corner of the screen., WORDMASTER is now ready for use. Use the keybcard
illustrations in the back of this manual or, preferably, have your
terminal ready for use.

Look at your keyboard. Look at the key to the left of the Keyboard
labeled CTRL. This key is the "key" to the power of WORDMASTER. Whenever
vou See an up=-arrow ~ in this manual, it means that vou press the CTRL
key. Thus to enter "R, you press CTRL and, without releasing the CTRL
kev, you press R,

Now, look at the right side of the keyboard and locate the RET!
key. Wherever vou see a <CR> in this manual, it means that vou nr 5S
RETURN key.

RN
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NMow look at the left side of the keyboard anc ;ccate the ESCAZE {ev
(sometimes labeled ESC). Whenever you see a dellar sign $ in tizis manual,
it means that vou press the ESCAPE XKey.

Let's try something to make sure we understand each other. 7Tvge :le
following regardless of what haprens while you are typing:

SQLThe guick brown fox jumped over the lazy dog. NLKCR>
12QGBVLKCR>

If vou tyced EXACTLY what is shown, regazdlass of what went con wnils
You were tvping, vou should now see twelve lines of the famcus nimble fox.
If you don’'t, go back and read this section from the beginning andé starz:
over, I'm sure you'll succeed this tine,
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Now type:

S<sbrownSblueS$><CR>
BV<CR>

The BROWN fox is now BLUE!
Now type:
BT
You're really getting into it if the first fox is no longer speedy.
Now type:
“B"B"A"Obrown "0

If you now know the color of the first lazy dog, you're set for the rest
of this book. :

Now type:
SQCCR>YLCR>

In addition to seeing the message ABORT (Y/N)?, the familiar A> will
appear when you finish typing this.

Don't worry if you feel confused at this point. By the time vou finish
this users guide, everything that just happened should be totally clear to
you,



QPERATCRS GUIDE WORD-MASTER MCLES

WORD-MASTER MCDES

There are three diffarent operating "modes"™ in WORDMASTER. This
means that certain keys on the keyboard will cause different actions

depending on the current mode you are using. WORDMASTER's-three modes are
the Video Mode, the Command Mode and the Insert Mode.

The differences between modes may be summarized as follows:

o In Video Mecde, you nave the opportunity to see the appearances
of the text as vou make alterations. (If you are familiar with
C2/M's editor, it may help vou to know that the cursor position
on the screen is a true representaticn of where the "pointer”
is.,) You can pesition the cursor in all four directions, page
through text back and forth, insert and delete lines or part ol
lines and input or delets characters and words.

¢ In Command Mode, vou can do everything you can in Video Mode,
but anvy changes in the tex:t are only displaved on vour command.
In addition, other facilities are possible including searching,
substituting, looping, matching and moving around blocks of
text. You can also combine and/or separate text froa/to
different files on yvour diskettes.

0 Use Insert Mocée for all original entry and for lar
insertions. In this mode, a backspace also erases the la

character typed., Ycu cannot backspace to a previous line.

=~
Se

We leave and enter the differant WORDMASTER mocdes as Zollcows:

0 WORDMASTER alwavs starts in Video Moce.

o To enter Command Mcde from Video Mode or Insert lMode, press
the ZSC Kev (indicated by a "3$")

© To enter Video Mode from Command Mode type: VLCR>

0 To enter Insert Mode, first enter Command Mocde and tyre: I<KCR0

Let's perform some exercises to try out our new capabilities. Begcin bV
typing:

A>WM ZXAMPLE,.RSTCCR>

what we just did was %0 call up the WORDMASTER program (WM) and tell 1t we
Wwane 20 o some werk on a file called ZXAMPLE,RSC. Since this file dic
not exist on the disk, WORDMASTER =2ells us that it is a new Ifils. Tha

oW a2ntar

1
screen will now be clsar (we are in <he Video Mode) anéd you nay n«
text., Go ahead and =tyre in the Zollcowing paragrapn. For | '
axercise, prass RITURN at the 2nd c¢f =23ach line of taxt as

YZCR¥ 7.

oy
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The Video Mode in WORDMASTER provides a new level of ease ‘and<CR>
convenience in inspecting and updating text files when using a<CR>
CRT terminal or video display. Control keys permit moving to<CR>

any peoint in the file without leaving Video Mode, The contin=-<CR>

uously updated display speeds editing and reduces mistakes.<{CR>

After you've typed the passage and pressed the final carriage return,
type:

SHCCR>

After a few seconds, the screen will clear and the text vou typed will
reappear. You just used WORDMASTER to enter text into the computer's
memory, exited the Video Mode and entered the Command Mode by pressing "$"
(ESCAPE) and then used the "H" command. The "H" command is usually used
during a long edit so that the file on the disk is up to date. This ends
the edit, updates the disk with the text in the memory and re-enters the
Video Mecde so you can do some more work on the text you just entered.
Whenever you use the "H" command, the previous version of the file (if
there is one) will be renamed NAME.BAK for BAcKup file (where "NAME" is
the file name). Imagine after spending two or three hours typing
scmething into the computer there is a power failure or you accidently
delete half of the text you were working on! All of the work yvou just did
would be lost! However, if you had used the "H" command every twenty
minutes or so, you would only have to re-do those last twenty minutes
instead of those last 2-3 hours.

So, there is now a file on the disk called EiAHPLE.RSC with the above
passage stored in 1it,
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It is very IMPORTANT to WATCH THE SCREZN as you do these exarcises
so vou observe what happens with each of your Keystrokeas!

Tt is also important to follow the "recipes” exactly as indicated.
You will probably want to try one of the commands a few extra times.
Restrain yourself if you can, But, if you can't resist and happen to make
a mistake which you don't know how to correct, vou can always bring tae

file back up from the disk by typing:

SO<KCR>TCCR> to cancel current WORDMASTER operations and bring
it back up again with your saved filea,
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I. THE VIDEO HODE

A. WORD TAE. While holding the CTRL key down, strike the letter F
several times. Note that the cursor jumps to the first letter of each
successive word, Still holding the CTRL key down, strike the letter A.
Note that the cursor moves to the first letter of each word; i.e. it's a
back tab operation. Thus:

"F is word tab forward and “A is word tab back

B. 4-WAY CURSOR MOVEMENT. Holding the CTRL key down, alternately
strike the letters S, D, E and X.

Note that:
S will move the cursor left one character,

D is cursor right one character,

E is cursor up one line and
X 1s cursor down one line.

Moving the cursor to any position does not alter the text in any way.

C. SCREEN TAB. Holding the CTRL key down, strike the key HOME.
The cursor will move to the upper left hand corner of the screen. Seill
holding the CTRL down, strike the key HOME again. The cursor will then
move to the first letter on the last displayed line. Thus:

"HOME("") is screen tab toggle

A "toggle" key is a single key that alternates between two functions. In
this case, it first positions the cursor at the top of the screen, and
then at the bottom of the displayed text.

D. LINE TAB. Type "HOME("") to bring the cursor in the upper
left hand corner.

Then type:
<CR><CR><CR>"P P P"P

The cursor is now positioned over the "p" in the word "peint" in line
four. Holding the CTRL key down, strike the letter B. The cursor will
move to the first character of the line (over the "a"™ in "any"). Type "B
again and the cursor moves just to the right of the last character on the
line.
Thus:

"B is the line tab toggle
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E. LINE INSERT ancé DELETE. FPirst tyze:

"BOME<KCR>KCR> to place the cursor over the "C" of "CRT"
then: “N°N to insert two blank lines
and: cne<CR>two E

what should have happened is that you inserted two new lines which now
occupy lines three and four on the screen with the words "one" an "two",
respectively. The cursor position shculd be just to the right of the word

"one" on line three. So:
"N is line insert
Now type:
B 55 ¢
The inserted lines have disappeared and the succeeding lines have moved up
to £ill Ehe gap.
“Y is line delete regardless of cursor zosition on the line.
The cursor should now be over the "C" in "CRT". Now type:
"FPFN
All the words on the line to the right of the word "or" have moved Cown
one line and over to the left margin, pushing all succeeding lines down

one line. Thus:

"V is also line insert in mid-line.

F. CHARACTER INSERT ana DELETE, You can turn the character
insertion toggle on and off with “0O. You know wnen the inser=ion toggle
iz on (i.e. active), because the the cursor is shown overlaying a < sign
regardless of cursor position; the character occupying the cursor position
is not visible unless you move the cursar.

iy
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Let's try it. First type:
The cursor is now over the "f" in the word "file". ©Next type:

“Othis phrase is now being inserted

One of the first things you will notice as you typed is that the
characters on the far right of the line were pushed over the edge of the
screen and "wrapped around" to the far left of the screen on the next line

down. The characters ">>" also appeared on the left to remind you that
this line is one continuous line; that is, the RETURN key was not pressed
at the end of the line. What this means is that the line of text is
longer than the screen's width.

All functions, including cursor movement, line insert/delete, forward/back
word-tab, word and character delete, and paging commands operate the same
regardless of whether the insertion toggle is on or not. The RETURN key,
however, behaves somewhat like "N when the insertion toggle is on. Using
"N for line inserts leaves the cursor where it was. With the insertion
toggle on, the RETURN key inserts a new line at the point of the cursor
and moves the cursor to the first character of the new line.

Now type:

{CR><CR>"0
The first RETURN you typed moved the text to the right of the cursor down
to the next line, the second RETURN inserted a blank line, and the “0

turned off the insertion toggle.

"0 is the insertion toggle *

Now let's try deleting text. Type:
“"ETE"F F F°F
The cursor should now be over the "t" in the word "thisg"
Now type:
"G"G G G G
You fust deleted all four letters of the word "this"™ and the space
following it. Use "G to delete the character under the cursor. When you

use "G in this way, all the characters to the right of the vacated
position move to the left one position.

11
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Next type:

“"E°E

The cursor will now be two spaces to &the right of the werd "or”.

Now tvpe:
“D°S°D"S

Well, you just moved the curscr over the invisible RETURN characker wnich
we inserted with a “N earlier. 2icture the RETURN as a dam which breaks
up a series of words into lines. Watch what happens when we delete this
édam.

Type:
*G
As you already know, "G deletes the character it is over, in this ¢

k ase,
RETURN. The dam has been broken and the next line down merges with €h
first line.

iD fu

Now try typing:
The cursor is now over the space between the words "phrase” and "is".
Look at your keyboard and £ind the key witn DEL on iz (RUB QUT on sone

xeyboards). Character deletion may also occur to the lef:t, Now press the
DEL kev three times and notice that the "ase" has bheen delszted.

To summarize:

*GC iz delets character under the curscr
DEL (or RUB) is delete character lerft

G. FULL or PARTIAL WCRD and PARTIAL LINE DELETION.
mhe cursor was first placed on tn

=
Then "phr" was delested when vou tvped
with the sacond "T.
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Use "T to delete from the cursor position to the first character of the

next word. When your words contain special characters such as (), ',", #,
$, or &, etc., the definition of what is a word changes, Please refer to
the WORD~MASTER Users Guide for detailed information.

Now type:
AFAFﬂ\ﬁ\

First the cursor was placed over the first character of the word
"inserted"”, then the two previous words were deleted. Make sure you used
the backslash \ character, not the slash /.

"T is delete word right

\ is delete word left (NOTE: SHIFT"L on some terminals)
Next type:

U
You may now notice that everything to the left of the cursor has VANISHED.

The word "inserted" is all that is left of the line.

Now see if you can place the cursor over the "V" in the word "Video" two
lines down. When you have done so, type:

“K

And notice that everything to the right of the cursor is gone. Therefore:

“U is delete line left
"K is delete line right

H. REPEAT COMMAND. Try typing the following:
"HOME"@"D
First you placed the cursor at the upper left corner of the screen, then
the cursor moved over four spaces.
Now try this:
"@°F

This time the cursor moved over four words. The command "8 will cause the
command which follows it to repeat FOUR :imes.

13
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Now type: ~.

]
-
¥

- -
H-'._.-- -
-

Ané the cursor moved ahggd 158 wards;? T didﬁna: anove it ahead 8 words.
That's because the first @ caused the: second “@ to do its thing 4 tines,
cr 4 times 4 equals 186.

Just to make surs, Ctygpe:
‘@‘E#@‘F
The cursor zoomed ahead 64 times (4 times 4 times 4 eguals 64). However,

we have now reached our limit: "@°@°@°@ will not give us 256 times buc
only 4 times.

I. SCREEN SCROLLING. First, check to see how many lines of text
vour screen can display. It will probably be either 16 or 24 lines.

Depending on that number, type one of the following:
16 lines ~“ZOME"HCOME"2°@<CR>This is page 2<CR>"373<CR>This is page 3<CR>
24 lines “HOME "HOME"@"@<CR>“@<CR>"8<CR>This is page 2<CR>

"@°@<CR>"3<CR>"@KCR>This is page 3<CR>

x-. Then we used enougn

First we placed the cursor at the bottcem of a te
£f the top of the screen:

i e
“4's with RETURNs <CR> &0 make the text scroll ©

4 X 4 = 18 for l6=line screens
4 X 4 + 4 + 4 = 24 for 24-line screens

Next we typed a phrase indicating the page numbder, addeé ancther 1§ cr 24
RETURNs and another page number.

We now have three "screenfuls” of text. Now, how do we get to sse them?
We use the SCROLLING commands! Let's try them - tvpe:

“ROR
ZJach time vou tyse "R, the file of taxt mcves TCWN one geraensul, that 15,

we move towards the beginning of the file,

NCW TYTe:

gl s =
A L] . ] .- - L] | - - - - -
Tach =ims vou tyrve “C, the £ile moves U2 one screenctil, SOWAICGS <o S0C 4.
- - - - = - - b - vy - - epa 17
=he £ile, If veu r2ach the end Or tnhe BeClining 0L Ta8 Li-2y QCTINE Wee-
a [ 1 = e 5
sapten (wnera cculd 1t ¢co?l).
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Now try typing:
WWWWW

So, "W moves the file DCWN one line, so we just moved the file DOWN 5
lines.

Aﬁd now type:
“@7X

And the file moves back UP four lines.

To summarize:
"R is file ' DOWN one screenful
“C is file UP one screenful
"W is file DOWN one line
"X is file UP one line
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I. TES COMMAND MODE

We will now go back to those original examples and take them apart so thay
make sense.

A. JUMP to BEGINNING/END of TEXT.
First type:

8 (remember, that is the ESCAPE kevy)

When in Video Mode or Insert Mode, pressing the ESCAPE key will always gut
us into the Command Mode.

Next Lype:

BLCR>

Beginning of the file., It's there even though ¥ou can't see k. In
Command Mode, there are some powerful commands, but to actually have them
displayed, we must be in the Video Mocde. So tyrpe:

V<CR>

Now we are in the Video Mode with the cursor over the f£irst character of
the £ilse.

dow tyge:

$=BVLCR>

We are now back in =he Video Mode with the cursor over the last screeniul
of text. Tvping a "-B" will move you to the end of the file. II b= B
means the Beginning of the file, then of course "-B" would mean tne
cpposite of the Beginning, or the End.

Sefore we go on to the next command, lets get rid of all the garbage we
now have in the file and start over again. Since we previously saved the
paragraph ycu tyged, let's get it back. Tygpe:

SCLCROIVYLCR>

The "O" command gets us back the original vezsion of the Zile (or the
version of the file as it was after the last "3" command). Since talis
could be dangerous if tvyped by accident (you could lose any new
corzections or updatas to the texit), the guestion "CONFIRM{Z/N)?" apgpeared
0 give vou a sacond chanca., Typing "7"<CR> carried out tae comma

& -
Typing anvthing else would have returned ycu to the Commarnd Made., Ycou
should ncw rave the paragraph disglaved on the scrsen as LT W3S wWoen ol
Sdemdipaad Euymiees 3R

l—l
i
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NOTE: The commands which write the file to the disk or exit WORDMASTER
(so far, H,0,Q) can be the only commands on the line. That is, typing
"HV" will give you an error (??7). You must type "H"<CR>"V"KCR> instead.

B. SCRATCHPAD COMMANDS. The Scratchpad is a special box where we

can temporarily store text which could be commands to be executed from the
Scratchpad or text that we want to move to a different place in the file.

All Scratchpad commands begin with "Q" or "/Q".

Type:

$3QP<KCR>
What we just did was to take the next 3 lines starting at the cursor and
Put them in the Scratchpad. Type:

V<CR> |
We are now back in Video Mode. Notice that the first three lines of the
paragraph are gone, When you use the "QP" command, the text you Put in

the. Scratchpad is deleted from the file and anything that was in the
Scratchpad box before is now gone,

Now tyre:

“HOME "HOME to move the cursor to the bottom of the paragrarh

and: SQGVLKCR>

Notice that it's alright to type more than one command before hitting
RETURN while using Scratchpad commands. (This is also true of Command Mode
commands, but more on that later!).

The 3 lines which we Put in the Scratchpad have been copied into the text
at the position of the cursor. "QG" means Get the contents of the
Scratchpad and insert them at the cursor. The cursor is moved to the end
of the inserted text.

Next type:
$7QGVLCR>

By typing the "7" before the "QG" command, we copied the contents of the
Scratchpad into the text 7 times. Use the scrolling commands to see them
alls

17
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Tvpe:

SQTLKCR>

The three lines that are still in the Scratchpad are Typed on the screen.
"OT" means Type (display) the contents of the Scratchpaad.

Now tyre:
B2QP<CR>

As before, the cursor went to the beginning of the £ile (even though vou
didn't see it) and the next 2 lines were Put into tae Scratchpad.

To check it, type:

QT<CR>

Notice that the 3 lines that were in the Scratchpad before have Deen
replaced by the two new lines.

Next tyre:
3/QP<CR>

The command "/QP" means the same as "QP" but this time, the new lines are
added on to the end of whatever was in the Scratchpad without emptying 1t
(appendced) .

Check 1t bv typing:

CTLCR>

There are now five lines in the Scratchpad.

Type:
CEKQT<CR>
vothing hapoens! That's because "CX" means X111 the Scratchpad itzhat Lis,

emptv it out). So when you typed the "CT" command, It Typed ocuf the 1o
empty Scratchpad.

T,

Do vou remember those exercises we did in the Deginning uf thig guice: Do
vou remember when I said that they would all ke huha*lv clear to vou? We
are now ©=o¢ the point where ycu can understand wWRat : a;;e:ed chsen TiEsE,
let's start with a clsan slata., Tyge:

GECRI¥CCI>
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Typing a "Q" by itself stands for the word "Quit". This means leave
WORDMASTER without saving the current edited text on the disk. Again,
this could be dangerous if typed by accident, so the question
"CONFIRM(Y/N)?" appeared to give you the chance to change ycur mind. When
you typed ¥Y<CR>, you left WM and returned to CP/M (A>). Typing anything

else would have returned you to the Command Mode.

Now let's re-enter WORDMASTER and open a new file on the disk. Type:

WM EXAMPLEZ2 .RSCKCR>
A new file named EXAMPLE2.RSC has been created.
One of the first exercises you did in this guide used the Scratchpad.
Let's try it again now that you can understand how it works. First, place

the cursor at the end of the file, If you don't remember how to do this,
check back to section II.A.

Next, while in the Command Mode, type:
QLThe quick brown fox jumped over the lazy dog. N<CR>
The command "QL" means Load the following text into the Scratchpad. The

""N" at the end of the sentence means to include a RETURN as part of the
text.

Check the Scratchpad by typing:
QT<CR>

The line, "The quick brown fox..." should be displayed.
Now type:

12QGBVLCR>

See 1f you can figure out what happened before I explain it to you,

The first command, "QG" was executed 12 times. That is, we Got the
contents of the Scratchpad 12 times and inserted them into the text. Next
the cursor was placed at the Beginning of the file and we entered the
Video Mode. We should now have l2 lines of the brown fox jumping.

Another Scratchpad command is "/QL". It does the same thing as "QL" but,
the contents of the Scratchpad are ncot emptied out first, and the series
of characters (called a "string") which follow the command are appended to
the contents of the Scratchpad.
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Let's summarize the Scratchpad commands. The "n" below represents any
number:

nQP is Put n lines (counting from the cursor down) into the
Scratchpad

n/QP is the same as QP but append to current contents of Scrztchpad
nQG is Get contents of the Scratchpad and insert into text n tines
QT is Type (display) contents of the Scratchpad

QK is Kill (empty) contents of the Scratchpad

QLstring$ is load string into Scratchpad, replacing current contents
n/QLstring$ is append string to current Scratchpad contants n times

C. TEXT SEARCHING., Let's say you wantaed to locate a specific
portion of text in a large file, One way would be to start at the
beginning of the file and page through it. But WORDMASTER has a special
SEARCH feature. In fact, it nas two different Search features. Fizst,

place the cursor at the beginning of the file and make sure you are in tae
Command Mcde. Then tyrpe:

FhrownsS<CR>

The "F" command says Find the following string ("brown" in this case).
Notice that there is a "$" (ESCAPE key) at the end of the word to be
searched for. This is a "terminator" for the string. That is, the ESCAZPE
key is pressed to tell the computer that this is the end of the strzing to
be searched for., Now go into the Videco Mode. MNotice that the cursor has
been placed just after the first word "brown".

Now return to the Command Mcde and tyrce:
3Fquick$V<CR>

The cursor should now be immediately after the third "gquick™ fellewing =i
previous cursor vosition. A number (n) preceding the "F" command means
£ind the ncth occurence of the string. Next tyge:

-2FE£0xSVLCR>

The curser is now just after the second "fox" counting backwards fzrom tae
last cursor position., A negative number (-n) means searcn backwards ZIrom
the curscr and find the nth occurence of the string.

ll

If the "nth" match cannot be located, the cursor's sosicion will rama
uncnanged, ané you will be informed of this failure Dy the message "
fstring”. In fact, whenever vou are in Command Mcde and you tvpe 11
command wnich canncot be carriaed out (for whatever reason), you will
the message "$## command" where command is what you just tvrzed in.
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