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About This Guide

This guide is a learning and reference tool on all Fortune:Word features. You can
learn Fortune:Word as you work, referring to specific functions in the alphabetical
listing in Chapter 2 of this guide as needed. You can also teach yourself
Fortune:Word by using How to Use Fortune:Word, a self-paced learning guide.

This guide contains examples of all the screens, and explanations for every function,
feature, key, screen symbol, and error message in Fortune:Word. Two additional
manuals provide detailed information on two Fortune:Word functions that are
described briefly in this guide: Glossary and Records Processing.

e The Fortune:Word Glossary User’s Guide describes how to create and use
glossary documents in which you can save text and keywords for later recall.

e The Fortune:Word Records Processing User’s Guide describes how to use Records
Processing to quickly produce customized form letters, labels, or lists.
Records Processing can also be used as a simple database management system.

HOW THIS BOOK IS ORGANIZED

This book has three chapters, six appendices, and an index. Following is a brief
description of each part:

Chapter 1: The Fortune:Word Menu Structure contains an overview of the
primary Fortune:Word menus, and includes a brief explanation of how to access and
perform activities from these menus.

Chapter 2: Functions, Features, and Keys contains an alphabetical listing of
Fortune:Word functions, features, and keys with step-by-step instructions on how to
perform each procedure.

Chapter 3: Error Messages contains an alphabetical listing of Fortune:Word
error messages.
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Appendix A: Troubleshooting contains suggestions for diagnosing and solving
problems you may encounter while using Fortune:Word.

Appendix B: Operating System Information contains information about the
Fortune:Word file and library structure and how it relates to the operating system.

Appendix C: Protecting Documents and Libraries contains information about
using operating system ownership and permissions to control Fortune:Word
document and library security.

Appendix D: Setting the LANGUAGE Variable for Multilingual
Fortune:Word contains information on how to set the LANGUAGE variable if
you have a different language version of Fortune:Word.

Appendix E: Changing the ASCII Collating Sequence contains information
on how to change the order of the collating sequence, or add special characters such
as accented letters so they are sorted correctly.

Appendix F: Accessing Alternate Character Sets in Fortune:Word contains

information on how to display special characters from alternate character sets on a
Fortune terminal.

CONVENTIONS USED IN THIS GUIDE
The following conventions are used throughout this guide:

e The names of keyboard functions and editing keys you press are capitalized, as
shown in the following examples:

RETURN SEARCH INDENT EXECUTE
e The four directional arrow keys that move the cursor are identified as follows:
ur DOWN  LEFT RIGHT
o To perform certain Fortune:Word functions, you hold down one key while
you press a second key. This combination of keystrokes is shown in the
following way:
Press SHIFT /COPY
Press SHIFT /MERGE
Press CTRL /'y

In the examples above, you hold down SHIFT while you press COPY or
MERGE, and hold down CTRL while you press y.

o Words or phrases you type are in boldface type, as shown in the following
example:

Type rad
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Words or phrases you type are in boldface type, as shown in the following
example:

Type rad

Screen prompts, messages, and menu selections are in italic type, as shown in
the following examples:

Press EXECUTE to continue
Select Edit Old Document from the Main menu

Fortune:Word document names are in bold type as shown in the following
example:

Prototype document 0000 contains the system defaults
In general, when the word "select” is used in a step, the specific keystrokes
required to make that selection are not included as part of the step, as shown

in the following example:

From the Main menu select Print Document

RELATED FORTUNE DOCUMENTS

Following is a list of other Fortune publications that will be of interest to you:

e 6 0 o o

How to Use Fortune:Word

Fortune:Word Glossary User’s Guide
Fortune:Word Records Processing User’s Guide
FOR:PRO User’s Guide

Using Fortune Terminals

xix
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Chapter 1
The Fortune:Word Menu Structure

Before you can use Fortune:Word, you must install it and
back it up. To do this, follow the instructions in the
release letter or the operating system manual. This
chapter introduces the Fortune:Word menu structure.

THE MENU STRUCTURE

When you select Fortune:Word from the Fortune Systems
Global menu, the Fortune Systems Word Processing menu
appears. This menu is referred to in this guide as the
Main menu. The Main menu lists the Fortune:Word
activities you can choose. Fortune:Word functions are
organized into groups of screens.

When you select an activity from the Main menu, you see
another screen with additional selections you can choose.
Prompts and error messages are displayed occasionally on
some screens to guide you through a selected activity or
function.

On-screen help can be accessed by pressing the Help key.
The list of help topics provides specific information for
each function.

® THelp for Menus is displayed when you press HELP
from a menu screen

® THelp for Editing is displayed when you press HELP
from an editing screen

® Help for Spelling Tools is displayed when you press
HELP while you are using Spelling Checker
interactively

Once you have become familiar with the Fortune:Word menu
structure, you can use shortcut codes to bypass menus and
go directly to the function you want to perform.
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The Fortune:Word Menu Structure

The Main The Main menu, shown in Figure 1-1, displays Fortune:Word
Menu activities available to you. Selecting any activity on
this menu leads to another screen, which may itself be a
menu and lead to still another screen.

[ )

FORTUNE:WORD
Fortune Systems Word Processing

Please select next activity Fri Mar 13, 1987 at 10:54:25
Edit Old Document —— edd
Create New Document -— crd
Print Document —— prd
Printer Control —-— prc
Index
Filing

Document Processing Tools
Glossary Functions
Supervisory Functions

Creation library Is /u/barbara

(_
.
A2358

Figure 1-1. The Fortune:Word Main Menu
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The Fortune:Word Menu Structure

Moving The The marker is the bright rectangle on a menu screen. You
Marker use the marker to select the activity you want to
perform. There are several ways to move the marker to
your selection. The keys you can use are described
below. These keys work in the same way on all menu

screens.

Key you press

19)3

DOWN

SPACE
(Space bar)

RETURN

a’ b’ C’
and so forth
EXECUTE

CANCEL

3/87

Results

Moves the marker up one selection at a time
and from the top item to the bottom item.

Moves the marker down one selection at a
time and from the bottom item to the top
item.

Works the same way as DOWN and
RETURN.

When a menu has more than one section,
moves the marker from section to section.
When a menu has only one list of
selections, works the same way as DOWN
and SPACE.

Moves the marker to the next selection that
begins with that letter.

Sclects the activity at the marker
location.

Ends the selected activity. If you press

CANCEL from the Main menu, you exit
Fortune:Word.
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The Fortune:Word Menu Structure

Document
Summary
Screen

Each document has a Document Summary screen. This screen
has fields in which you can enter information about the’
document. You can revise information at the top of the
screen any time the screen is displayed. The bottom part

of the screen shows system-maintained document

statistics. A Sample Document Summary screen is shown in
Figure 1-2.

Operator
Author
Comments

Created

Last revised
Last printed
Last archived
Last retrieved

Pages
Total 1

Document name demo
Document title

Prototype used 0000

DOCUMENT SUMMARY

Statistics
Date Time Worktime Keystrokes
3/13/87 16:04:13 0:00:06 0
3/13/87 16:04:13 0:00:06 0
to:
from:
Lines Chars Footnotes Worktime Keystrokes
8 1 0 0:00:06 0

)
AZ2359

Figure 1-2. A Sample Document Summary Screen
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The Fortune:Word Mennu Structure

Editing Use the editing screen to create and edit documents. The
Screen elements of this screen are shown in Figure 1-3.
Doc demo Page 1 Line1 Pos 1 w
word Format 1 Spacing 1 Length 54 = 1024

LG G 2 DU JURUR 2/ T000 JURIN 2 JU0S JUUNY 2S00 JRUNN 3 TP NN TR |

(Document End)
\ y

Figure 1-3. A Sample Editing Screen

A2360
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Print

Document

Menu

Use the Print Document menu to set some of the
page-layout features and all of the printing features in
Fortune:Word. The screen is divided into two parts, an
upper half and a lower half.

To move the marker and make a change on the upper half of
the menu, use RETURN, NEXT SCRN, PREV SCRN, UP, or
DOWN. Use the default numbers that display on the

screen, or type over the numbers in any field with new
numbers.

In the lower half of the screen, you move the marker from
one column to another with RETURN, NEXT SCRN,
PREV SCRN, LEFT, or RIGHT. You change the setting
within a column by pressing SPACE or UP and DOWN,

Figure 1-4 shows a sample of the Print Document Screen.

PRINT DOCUMENT

Document name Iltr.smith

Print from page 1
Print thru page 1
Starting as page no. 1

First header page 1__
First footer page 1
Footer begins on line 61_

Please select one from each column
Pitch  Format Feed

10 Unjustified Tractor Final
12 Justified Sheet  Draft
15 With notes One bin

Two bins

Style Summary LPI

Paper length 66_
Left margin 10

No. of originals 1

Printer number 1
Print wheel no.

Paper Banner To file Copy

Std No No Yes
Bin 1 Yes Yes No
Bin 2

Alt

Figure 1-4. A Print Document Screen
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Printer Printer Control menus, one for each printer connected to
Control Menu  your system, show the jobs in the print queues and allow
you to:

® Suspend printing by pressing STOP

® Move the documents to a different position in the
queue using MOVE

® Remove a document from the print queue using
DELETE

® Start printing by pressing GO TO PAGE if printing
is suspended or single sheet feeding is selected

Figure 1-5 shows a sample Printer Control menu.

PRINTER CONTROL

Printer 1 N3500R Port tty01

Job Name  Status Operator  Type Length Copies Title

demo.3 active janice document 3859 1
demo waiting janice document 25 1
demo.2 waiting janice document 8780 1

(f
.
A2362

Figure 1-5. A Printer Control Menu
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If you have more than one printer connected to your
system, use the NEXT SCRN and PREV SCRN keys to move

between the Printer Control menus.

Index Menu The Index menu displays a list of the documents in a
library or on an archive diskette, and a list of
sublibraries on the system disk. You can print any
Document Index listing.

You can choose to see either a short list containing only
the document names or a long list containing more
comprehensive information about each document.

Figure 1-6 shows the Index menu.

Type of Index

Short format —- ixs
Operator —-— ixo
Author —— ixa
Long format -—— ixl
Sublibraries —-— lib

Current library is /u/janice

DOCUMENT INDEX

Please select one from each column

Index To

Screen
Printer
Both

Index From

Current library
Archive diskette

Figure 1-6. The Index Menu

Fortune:Word Reference Guide
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Document When you make a selection from the Index menu, a Document
Index Screen  Index screen is displayed. In addition to seeing a list

of documents in alphabetical order, you can use the
Document Index screen to perform other useful functions.
From this screen you can:

Attach a glossary

Copy a document

Delete a document

Edit a document

Perform single or multiple filing functions

Print an index

Rename a document

Send single or multiple documents to the printer
View additional document information

Figure 1-7 shows a sample Document Index screen in short
format.

f

DOCUMENT INDEX
From Library /u/janice/Demo

A2364

Figure 1-7. A Document Index Screen
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Filing Menu The Filing menu contains selections for managing

documents, including copying documents to and from an

archive diskette. Figure 1-8 shows the Filing menu.

FILING

Please select next activity

Copy document

Delete document

Rename document

Copy to archive

Move to archive

Retrieve from archive

Delete from archive

Remove archive diskette
Format archive diskette
Assign archive diskette name

Creation library is /u/janice/Demo

cpy
del
ren
cta
mta
rfa
dfa
rad
fad
adn

.
A2365

Figure 1-8. The Filing Menu
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Document The Document Processing Tools menu, shown in Figure 1-9,
Processing allows access to additional functions that make word
Tools Menu processing casier.

DOCUMENT PROCESSING TOOLS

Please select next activity

Spelling Tools

Hyphenation and Pagination —-=— hyp
Footnote Processing —— fnp
Table of Contents Generator  —— toc
Index Generator —-— ixg
Document Assembly —— das
Records Processing —= rpr
Forms Processing -— fpr

Creation library is /u/{anice/Demo

(_
.
A2366

Figure 1-9. The Document Processing Tools Menu
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Spelling The Spelling Tools feature allows you to check your

Tools document for errors in spelling and word usage. You can
use exception dictionaries to add special terminology or
names to the list of words available with Fortune:Word.
Figure 1-10 shows the Spelling Tools menu.

SPELLING TOOLS

Please select next activity

Spelling Checker —-— spl
Spell Editor —— spe

Creation library is /u/janice/Demo

(.7
e
A2367

Figure 1-10. The Spelling Tools Menu
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Hyphenation

and

Pagination

Menu

Hyphenation and Pagination allows you to hyphenate and
paginate a document ecither separately or at the same

time. When you use Hyphenation and Pagination
interactively, you choose where to put the hyphens and
page breaks. When you select automatic or background
mode, Fortune:Word chooses the hyphenation points and
positions the page breaks automatically. The Hyphenation
and Pagination menu is shown in Figure 1-11.

Please enter the following information
Document name demo

Perform: Hyphenation

Pagination
Both
Hot zone length 3_ Process from page 1__
Text Length 54_ through page 4
Exception Dictionary Processing
No Interactive
Yes Automatic
Background

HYPHENATION AND PAGINATION

\—
AZ368

3/87

Figure 1-11. The Hyphenation and Pagination Menu
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Hyphenation and Pagination works with documents
containing multiple-column format lines. If you perform
hyphenation or pagination on a document that contains a
multiple-column format line, an additional menu, shown in
Figure 1-12, is displayed.

Please enter the following information

Wrapping columns Perform balancing
Yes Yes
No No

Please select one of the following processing options

Make output document only
Make output document and print
Print only

Figure 1-12. The Hyphenation and Pagination Multiple-
Column Menu

r HYPHENATION AND PAGINATION w

A2369
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Footnote You use Footnote Processing to format a document
Processing containing footnotes. Use this selection before you
Menu print the document with its footnotes. The Footnote

Processing menu is shown in Figure 1-13,

r FOOTNOTE PROCESSING w

Document name fntest.1

Placement Processing Sequence Underlined
Footnotes Automatic Prefix ____ In neither
Endnotes Background 1,2,3,... starting with 1__ In footnote
a,b,c,... starting with a__ In document
A,B,C,... starting with A__ In both
$ 4% 0888 ... — each page

Superscripted Followed by Spacing between footnotes Separator line

Yes Character _ 0 Character  _
No Nothing Q Length 15_
Space H Lines before 1___
Preceded by Two spaces 1 Lines after 1__
Indent w
Nothing Tab 2
Tab Return 3
Indent Two returns
Process from page 1___
L Minimum number of text lines per page 18_ Process thru page 8__ J 3
o~
bl

Figure 1-13. The Footnote Processing Menu
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Table of The Table of Contents Generator allows you to
Contents automatically create a table of contents with up to six
Generator levels of headings. You edit a document to enter codes
Menu indicating which headings you want in the table of

contents. The Table of Contents Generator processes the
coded document, numbers the headings and subheadings if
you want, and places dot leader lines or spaces between
the headings and page numbers. Figure 1-14 shows the
Table of Contents Generator menu.

TABLE OF CONTENTS GENERATOR

Please enter the following document names

Input document
Output document

Select one option from each column

Begin entries Fill entries with Number each entry?
Flush left Spaces yes
Indented Periods no

(_
\—
A2371

Figure 1-14. The Table of Contents Genevator Menu
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Index The Index Generator compares a document containing a list
Generator of index words against the text of another document. It
Menu then generates an index document containing an

alphabetically sorted list of words and the page numbers
on which these words appear in the input document.
Figure 1-15 shows the Index Generator menu.

INDEX GENERATOR

Please enter the following document names

Input document
Word list document
Output document

A2372

Figure 1-15. The Index Generator Menuy
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Document
Assembly
Menu

Document Assembly allows you to automatically assemble
different Fortune:Word documents into an output document.
This makes it easy to combine standard paragraphs in the
order you want without having to retype them or copy them
between documents.

You can use Document Assembly from the Records Processing
menu, or select it from the Document Processing Tools
menu. Figure 1-16 shows the Document Assembly menu.

Please select one of the following processing options

T

DOCUMENT ASSEMBLY

Make output document only
Make output document and print
Print only

A2373

Figure 1-16. The Document Assembly Menu
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Records Records Processing allows you to merge a document
Processing containing a list of items such as addresses with a
Menu format document such as a letter. This makes it easy to

process mass mailings or inventory lists.

Using specially created glossary entries, you can sort
and select from a list document to tailor the output to
your specific needs.

You can also automatically include text or data from
other documents in the output document. Figure 1-17
shows the Records Processing menu.

RECORDS PROCESSING

Please enter the following document names

List document

Format document

Control glossary
entry

Please select one of the following processing options

Make output document only
Make output document and print
Print only

rf
.
A2374

Figure 1-17. The Records Processing Menu
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Forms Forms Processing allows you to create a special

Processing Fortune:Word document that can act as a template. Forms

Processing does not have a separate menu. Instead the
form template you have created is used as a menu. The
cursor moves only to the areas of the form where

information can be entered.

Glossary The Fortune:Word glossary function provides a way to save
Functions frequently used text in a special document called a
Menu glossary. The Glossary Functions menu, shown in

Figure 1-18, allows you to edit, create, attach, detach,

or verify a glossary.

GLOSSARY FUNCTIONS

Please select next activity

Edit Old Glossary
Create New Glossary
Verify glossary
Attach glossary
Detach glossary

Creation library is /u/training

egl
cgl
vgl
agl
dgl

e
A2375

Figure 1-18. The Glossary Functions Menu
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Supervisory The Supervisory Functions menu shown in Figure 1-19
Functions includes all functions concerning libraries and the
Menu Describe Bin Feeder function.

([ A

SUPERVISORY FUNCTIONS

Please select next activity

Change library —=— chl
Make library —— mkl
Remove library —= rml
Assign password —— apw
Describe bin feeder —— bin

Creation library is /u/janice/Demo

r_f
.
A2376

Figure 1-19. The Supervisory Functions Menu
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Chapter 2
Functions, Features, and Keys

This chapter explains how each function, feature, and key
is used in Fortune:Word. The items are arranged in
alphabetical order. Most items contain brief

step-by-step instructions. In general, when the word
“select” is used in a step, the specific keystrokes

required to make that selection are NOT included as part
of the step. Any limitations, restrictions, or

information that might affect the operation of other
functions are also noted.

ADDING WORDS TO AN EXCEPTION DICTIONARY

See “Exception Dictionary.”

ALT

The Alt key has no use in Fortune:Word.

ALTERNATE FORMAT LINE

See “Format” and “Format Line.”

ALTERNATING HEADERS OR FOOTERS

You can print different headers and footers on
odd-numbered and even-numbered pages. See also “Headers”
and “Footers.”
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Creating an 1.  From the editing screen, press GO TO PAGE.
Alternating

Header or 2. Type h or H for header page, f or F for footer page.
Footer
3.  Type the text for the header or footer of
odd-numbered pages, ending the text with a RETURN.
4.  Press MERGE, SHIFT/MERGE, and RETURN. This
indicates where the odd-numbered header or footer
stops and the even-numbered header or footer begins.
5. Remember to include the same number of Returns
above and below the MERGE, SHIFT /MERGE, and
RETURN if you want the vertical spacing of the
headers and footers to be the same on both
left-facing and right-facing pages.
6.  Type the text for the header or footer of
even-numbered pages.
7. Press CANCEL to leave the document, or use GO TO
PAGE to return to the body of the document.
Printing 1.  From the Main menu, select Print Document.
Alternating
Headers or 2.  Type the name of the document you want to print.
Footers

3. Press RETURN or EXECUTE. The Print Document
screen is displayed.

4. In the Starting as page no. field, type an odd
page number to print the odd header or footer first,
or an even page number to print the even header or
footer first.

5.  Complete the rest of the print selections.

6.  Press EXECUTE.
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ARCHIVING

3/87

Archiving is the process of saving documents on a
flexible diskette prepared for archiving and of
retrieving those documents from the diskette. Flexible
diskettes are also called archive diskettes or floppy
diskettes.

There are three ways to perform archiving functions:
® From the Filing menu

® TFrom a Document Index screen generated by an index
selection

® With shortcut codes

When you archive documents from a Document Index screen,
you have three choices. You can:

® Archive documents onc at a time

® Archive multiple documents, selecting which
documents to archive

® Archive the entire contents of a library

Archiving involves moving, copying, or retrieving
documents. Moving removes a document from the system
disk and puts it on an archive diskette, or vice versa.,
Copying leaves a copy on the system disk and puts a copy
on the archive diskette, or vice versa. Retrieving

copies the document from the archive diskette to the
system disk.

Since there are several ways you can archive in
Fortune:Word, a brief outline of this section is
presented next.

® Preparing and naming archive diskettes
® Copying to an archive diskette:

From the Filing menu

Using a shortcut code

From a Document Index, single document
From a Document Index, multiple document
From a Document Index, by library
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Archive
Diskette
Preparation

Assigning an
Archive
Diskette
Name

® Moving documents to an archive diskette using the
methods under copying above

® Removing an archive diskette

® Retrieving documents from an archive diskette using
the methods under item 2 above

® Copying or moving text to a full archive diskette
The simplest methods are explained first, then the more

complicated procedures. The steps are usually repeated
so you can refer to the method you want.

Before you use an archive diskette the first time, you
must prepare the diskette by formatting it. When you
format an archive diskette, the computer divides it into
parts that it can identify for storing information.

WARNING: If you format an archive diskette
that contains documents, those documents are
permanently erased.

1. Select Filing from the Main menu.

2. Select Format Archive Diskette from the Filing
menu.

3. Insert the archive diskette and press EXECUTE. You
are warned that any documents stored on the diskette
will be destroyed by the formatting process. To
stop the process, press CANCEL and remove the
diskette.

4.  To continue, press EXECUTE.

5.  During formatting, the screen displays the message
(Formatting). When the process is complete, press
EXECUTE. The diskette is assigned the default name
Formatted diskette.

You can assign an identifying name to an archive
diskette. (If you prefer, you can use an archive

diskette without naming it.) When you format a diskette
through Fortune:Word, it is assigned the default name
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Copying a
Document to
an Archive
Diskette

Copying a
Document to
an Archive
Diskette Using
the Filing
Menu

3/87

“Formatted diskette.” You can change that name at any
time.

A diskette name may be a maximum of 32 characters,
including spaces. Use any name you want that simplifies
your filing system.

1.  From the Filing menu, select Assign archive
diskette name.

2.  Follow the instructions on the screen for inserting
the diskette.

3. Type the diskette name, using a maximum of 32
characters, and press RETURN or EXECUTE.

There are three ways to copy a document to an archive
diskette:

® From the Filing menu

® By using the shortcut code cta

® From a Document Index screen
When you copy a document to an archive diskette, you are
making an exact copy of that document. The original

document remains on the system disk, ready for further
work.

1. Seclect Copy to Archive from the Filing menu.

2.  Follow the instructions on the screen for inserting
the diskette.

3.  The name of the last document you edited, if any,
appears as the default for Source document name.
Use this document name or type a new name of 11 or
fewer characters.

4.  Press RETURN or EXECUTE.
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Copying a
Document to
an Archive
Diskette Using
the Shortcut
Code

Copying a
Document to
an Archive
Diskette Using
the Index

The name of the document you selected is displayed
as the Destination document name. Use this name
or type a new name.

Press RETURN or EXECUTE.

If the document name you select is on the archive
diskette, press EXECUTE to overwrite the version on
the diskette with the version on the system disk.

To save both versions on the archive diskette, type

a different name and press RETURN or EXECUTE.

You can continue to copy documents to the archive
diskette by repeating the steps above until you are
finished.

From any menu, press COMMAND.
Type cta.

Follow steps 2 through 8 above.

Select Index from the Main menu.

From the Document Index menu, select Type of
Index, index to Screen, and index from Current
library; then press EXECUTE.

When the Document Index appears on the screen, move
the marker to the document you want to copy.

Press SHIFT /COPY.

Follow the instructions on the screen for inserting
the diskette.

The name of the document you selected appears as the
Destination document name. Use this name or type
a new name.

Press RETURN or EXECUTE.
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Copying
Multiple
Documents to
an Archive
Diskette Using
the Index

3/87

If the document name you select is on the archive
diskette, press EXECUTE to overwrite it with the

version on the system disk. To save both versions
on the archive diskette, type a different name and

press RETURN or EXECUTE.

You can continue to copy documents to the archive
diskette by moving the marker to a document name
and pressing SHIFT /COPY. Press CANCEL to return
to the Index menu when you are finished.

Select Index from the Main menu.

From the Document Index menu, select Type of
Index, index to Screen, and index from Current
library; then press EXECUTE.

When the Document Index appears on the screen, move
the marker to the name of a document you want to

copy.
Press EXECUTE.

Repeat steps 3 and 4 until all the documents you
want to copy are highlighted. If you want to
exclude a document you have highlighted, move the
marker to the document name and press STOP.

Press COMMAND SHIFT /COPYY.

Follow the instructions on the screen for inserting
the diskette.

If no document names are duplicated on the archive
diskette, documents are automatically copied in
alphabetical order. If a selected document is
already on the archive diskette, press EXECUTE to
overwrite it. To save both versions on the archive
diskette, enter another name and press RETURN or
EXECUTE.

If you do not want to be notified each time a
document will be overwritten, press SHIFT /EXECUTE
when you see the message Press EXECUTE to overwrite
or Enter another name. Any document that is in use

is not copied and the messages Document in use and
Press any key to continue are displayed.
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Copying
Multiple
Documents to
an Archive
Diskette Using
the Shortcut
Code

Copying a
Library to an
Archive
Diskette Using
the Index

If the diskette is full, a warning message is
displayed. Press any key to continue, then press
CANCEL to stop the process.

When the process is complete, the highlighting is
removed from the selected document names. Names of
documents that could not be copied remain

highlighted. Press CANCEL to exit from the Document
Index screen when you are finished.

From any menu, press COMMAND.

Type a shortcut code that accesses a Document Index
screen such as ixs, ixl, ixa, or ixo.

Follow steps 3 through 8 above.

Select Index from the Main menu.

From the Document Index menu, select Type of
Index, index to Screen, and index from Current
library; then press EXECUTE.

When the Document Index is displayed, press MODE
SHIFT /COPY.

Follow the instructions on the screen for inserting
the diskette.

If no document names are duplicated, documents are
automatically copied to the archive diskette. If a
sclected document is already on the archive

diskette, press EXECUTE to overwrite it. To save
both versions on the archive diskette, enter another
name and press RETURN or EXECUTE.
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Moving a
Document to
an Archive
Diskette

Moving a
Document to
an Archive
Diskette Using
the Filing
Menu
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If you do not want to be notified each time a
document is to be overwritten, press SHIFT /JEXECUTE
when you sece the message Press EXECUTE to overwrite
or Enter another name. Any document that is in use

is not copied and the messages Document in use and
Press any key to continue are displayed. Names of
documents that could not be copied remain

highlighted.

If the diskette is full, a warning message is
displayed. Press any key to continue, then press
CANCEL to stop the process.

There are three ways to move a document to an archive
diskette:

From the Filing menu
By using the shortcut code mta

From a Document Index screen (if not an archive
index)

When you move a document to an archive diskette, the
document is removed from the system disk.

Select Move to archive from the Filing menu.

Follow the instructions on the screen for inserting
the diskette.

The name of the last document you edited, if any,
appears as the default for Source document name.
Use this document name or type a new name.

Press RETURN or EXECUTE.
The name of the document you selected is displayed
as the Destination document name. Use this name

or type a new name.

Press RETURN or EXECUTE.
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Moving a
Document to
an Archive
Diskette Using
the Shortcut
Code

Moving a
Document to
an Archive
Diskette Using
the Index

If the document name you select is on the archive
diskette, press EXECUTE to overwrite the version on
the diskette with the version on the system disk.

To save both versions on the archive diskette, type

a different name and press RETURN or EXECUTE.

You can continue to move documents to the archive
diskette by repeating steps 1 and 3 through 7 until
you have finished.

From any menu, press COMMAND.
Type mta.

Follow steps 2 through 8 above.

Select Index from the Main menu.

From the Document Index menu, select Type of
Index, index to Screen, and index from Current
library; then press EXECUTE.

When the Document Index is displayed, move the
marker to the document you want.

Press SHIFT /MOVE.

Follow the instructions on the screen for inserting
the diskette.

The name of the document you selected is displayed
as the Destination document name. Use this name
or type a new name.

Press RETURN or EXECUTE.

If the document name you select is on the archive
diskette, press EXECUTE to overwrite it with the
version on the system disk. To save both versions
on the archive diskette, type a different name and
press RETURN or EXECUTE.
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9.  You can continue to move documents to the archive
diskette by moving the marker to a document name and
pressing SHIFT/MOVE. Press CANCEL to return to
the Index menu when you are finished.

Moving a If you move a document from an archive diskette to the
Document from system disk, the document is removed from the archive
an Archive diskette and placed on the system disk. No backup copy
Diskette to of that document exists unless there is another copy on a
the System different archive diskette. Documents are moved from the
Disk Using the archive diskette to your current library. Make sure you
Index are in the correct library before you follow the steps

below. See “Change Library.”

1.
2.

3/87

Select Index from the Main menu.

From the Document Index menu, select Type of
Index, index to Screen, and index from Awchive
diskette; then press EXECUTE.

Follow the instructions on the screen for inserting
the diskette.

When the Document Index appears on the screen, move
the marker to the document you want to move.

Press SHIFT /MOVE.

The name of the document you selected is displayed
as the Destination document name. Use this name
or type a new name.

Press RETURN or EXECUTE.

If the document name you select is in your current
library, press EXECUTE to overwrite it with the
version on the archive diskette. To save both
versions, type a different name and press RETURN or
EXECUTE.
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Moving
Multiple
Documents to
an Archive
Diskette Using
the Index

Moving
Multiple
Documents to
an Archive
Diskette Using
the Shortcut
Code

Select Index from the Main menu.

From the Document Index menu, select Type of
Index, index to Screen, and index from Current
library; then press EXECUTE.

When the Document Index is displayed, move the
marker to the name of a document.

Press EXECUTE.

Repeat steps 3 and 4 until all the documents you
want to move are highlighted. If you want to remove
highlighting, move the marker to the document name
and press STOP.

Press COMMAND SHIFT/MOVE.

Follow the instructions on the screen for inserting
the diskette.

If a selected document is already on the archive
diskette, press EXECUTE to overwrite the document.
To save both versions, type another name and press
RETURN or EXECUTE. If no document names are
duplicated, documents are automatically moved to the
archive diskette. If you do not want to be notified
each time a document is overwritten, press
SHIFT/EXECUTE. Any document that is in usc is not
moved and the messages Document in use and Press

any key to continue are displayed.

As each document is moved to the archive diskette,

its name is removed from the Document Index. Names
of documents that are not moved remain highlighted.
When this process is complete, press CANCEL to leave
the Document Index screen.

From any menu, press COMMAND.

Type a shortcut code that accesses a Document Index
screen such as ixs, ixl, ixa, or ixo.

Follow steps 3 through 8 above.
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Moving All
Documents on
an Archive
Diskette to a
Library Using
the Index

Removing an
Archive
Diskette
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1. Select Index from the Main menu.

2. From the Document Index menu, sclect Type of
Index, index to Screen, and index from Archive
diskette; then press EXECUTE.

3. Follow the instructions on the screen for inserting
the diskette.

4. When the Document Index is displayed, press MODE
SHIFT /MOVE.

5. If a selected document is already on the system
disk, press EXECUTE to overwrite it. To save both
versions, type another name and press RETURN or
EXECUTE.
If no document names are duplicated, documents are
automatically moved to the system disk. If you do
not want to be notified each time a document is
overwritten, press SHIFT /JEXECUTE. Any document
that is in use is not moved and the messages
Document in use and Press any key to continue
are displayed. Names of documents that could not be
moved remain highlighted.

Before physically removing an archive diskette from the
diskette drive, you must tell the system that you are
going to remove it. This is logically unmounting the
diskette. There are three ways to tell the system you
are ready to remove an archive diskette:

® Tcave Fortune:Word by pressing CANCEL from the
Fortune:Word Main menu

® Sclect Remove archive diskette from the Filing
menu

® TUse the shortcut code rad from any menu
NOTE: When you mount an archive diskette
from a Document Index screen, the diskette

is automatically unmounted as you leave the
Document Index screen.
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Removing an
Archive
Diskette from
the Filing
Menu

Removing an
Archive
Diskette from
Any Menu
Using the
Shortcut
Code

Retrieving a
Document
from an
Archive
Diskette

Retrieving

a Document
from an
Archive
Diskette
Using the
Filing Menu

1.  From the Filing menu, select Remove archive
diskette.

2. When the system beeps, remove the archive diskette
and press EXECUTE.

1.  From any menu, press COMMAND. (NOTE: The
Document Index screen is not a menu.)

2. Type rad.

3. When the system beeps, remove the archive diskette
and press EXECUTE.

There are three ways to retrieve a document from an
archive diskette:

® From the Filing menu
® By using the shortcut code rfa
® TFrom a Document Index screen

When you retrieve a document from an archive diskette,
you are copying that document into the current library on
the system disk. A copy of the document remains on the
archive diskette.

1.  Seclect Retrieve from archive from the Filing menu.

2. Follow the instructions on the screen for inserting
the diskette.

3. Type the name of the document you want to retrieve
and press RETURN or EXECUTE.

4. The name of the document you selected is displayed
as the Destination document name. Use this name
or type a new name,

5. Press EXECUTE.
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Retrieving a
Document from
an Archive
Diskette Using
the Shortcut
Code

Retricving a
Document from
an Archive
Diskette Using
the Index

3/87

If the document name you select is in your current
library, press EXECUTE to overwrite the document
with the version on the archive diskette. To save
both versions, type a different name and press
RETURN or EXECUTE.

From any menu, press COMMAND.
Type rfa.

Follow steps 2 through 6 above.

Select Index from the Main menu.

From the Document Index menu, select Type of
Index, index to Screen, and index from Archive
diskette; then press EXECUTE.

Follow the instructions on the screen for inserting
the diskette.

When the Document Index appears on the screen, move
the marker to the document you want to retrieve.

Press SHIFT /COPY.

The name of the document you selected is displayed
as the Destination document name. Use this name
or type a new name.

Press RETURN or EXECUTE.

If the document name you select is in your current
library, press EXECUTE to overwrite the document
with the version on the archive diskette. To save
both versions, type a different name and press
RETURN or EXECUTE.
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Retrieving
Multiple
Documents
from an
Archive
Diskette Using
the Index

Retrieving All
Documents on
an Archive

Diskette Using

Select Index from the Main menu.

From the Document Index menu, select Type of
Index, index to Screen, and index from Awchive
diskette; then press EXECUTE.

Follow the instructions on the screen for inserting
the archive diskette.

When the Document Index appears on the screen, move
the marker to the name of a document you want to

copy.

Press EXECUTE. Repeat step 4 until all the
documents you want to copy are highlighted. To
remove highlighting, move the marker to the document
name and press STOP.

Press COMMAND SHIFT /COPY.

If you select a document that is already on the
system disk, press EXECUTE to overwrite the
document. To save both versions of the document,
type another name and press RETURN or EXECUTE.
If no document names are duplicated, documents are
automatically copied from the archive diskette.

If you do not want to be notified each time a
document is overwritten, press SHIFT /EXECUTE.
Any document that is in use is not copied and the
messages Document in use and Press any key to
continue are displayed.

When the process is complete, the highlighting is
removed from the selected document names. Names of
documents that could not be copied remain
highlighted. Press CANCEL to leave the Document
Index screen.

Select Index from the Main menu.

From the Document Index menu, seclect Type of
Index, index to Screen, and index from Archive

the Index diskette; then press EXECUTE.
Follow the instructions on the screen for inserting
the diskette.
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Moving a
Document from
an Archive
Diskette to

the System
Disk Using the
Index
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When the Document Index is displayed, press MODE
SHIFT /COPY.

If no document names are duplicated, documents are
automatically copied to the current library on the
system disk. If a selected document is already on
the system disk, press EXECUTE to overwrite it. To
save both versions on the system disk, enter another
name and press RETURN or EXECUTE.

If you do not want to be notified each time a
document is to be overwritten, press SHIFT /JEXECUTE
when you see the message Press EXECUTE to overwrite
or Enter another name.

When you move a document from an archive diskette to the
system disk, the document is deleted from the archive
diskette. Unless there is a copy of the document on
another archive diskette, you will no longer have a

backup copy of that document.

1.
2.,

Select Index from the Main menu.

From the Document Index menu, select Type of
Index, index to Screen, and index from Archive
diskette; then press EXECUTE.

Follow the instructions on the screen for inserting
the archive diskette.

When the Document Index appears on the screen, move
the marker to the name of a document you want to
move,

Press SHIFT/MOVE.

If a selected document is already on the system

disk, press EXECUTE to overwrite the document. To
save both versions, type another name and press
RETURN or EXECUTE. When the document is moved
to the system disk, its name is removed from the
Document Index. When the process is complete, press
CANCEL to leave the Document Index screen.
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Moving
Multiple
Documents
from an
Archive
Diskette to
the System
Disk Using
the Index

When you move a document from an archive diskette to the
system disk, the document is deleted from the archive
diskette. Unless there is a copy of the document on
another archive diskette, you will no longer have a

backup copy of that document.

1.  Select Index from the Main menu.
2.  From the Document Index menu, select Type of

Index, index to Screen, and index from Awchive
diskette; then press EXECUTE.

3.  Follow the instructions on the screen for inserting
the archive diskette.

4. When the Document Index appears on the screen,
move the marker to the name of a document you want
to move.

5. Press EXECUTE.

6.  Repeat steps 4 and 5 until all the documents you
want to move arc highlighted. To remove

highlighting, move the marker to a document name and
press STOP.

7. Press COMMAND SHIFT /MOVE.

8.  If a selected document is already on the system
disk, press EXECUTE to overwrite the document.
To save both versions, type another name and press
RETURN or EXECUTE. If no document names are
duplicated, documents are automatically moved from
the archive diskette. If you do not want to be
notified each time a document is overwritten, press
SHIFT/EXECUTE. Any document that is in use is
not copied and the messages Document in use and
Press any key to continue are displayed.

9.  As each document is moved to the system disk, its

name is removed from the Document Index. Names
of documents that could not be moved remain
highlighted. When the process is complete, press
CANCEL to leave the Document Index screen.
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to a Full
Archive
Diskette
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Documents are moved from the archive diskette to the
current library. Make sure you are in the correct
library before you follow the steps below. See “Change
Library.”

1. Select Index from the Main menu.

2. From the Document Index menu, select Type of
Index, index to Screen, and index from Archive
diskette; then press EXECUTE.

3. Follow the instructions on the screen for inserting
the archive diskette.

4. When the Document Index is displayed, press MODE
SHIFT/MOVE.

5.  If a selected document is already on the system
disk, press EXECUTE to overwrite the document. To
save both versions, type another name and press
RETURN or EXECUTE. If no document names are
duplicated, documents are automatically moved from
the archive diskette. If you do not want to be
notified each time a document is to be overwritten,
press SHIFT /JEXECUTE. Any document that is in use
is not copied and the messages Document in use and
Press any key to continue are displayed.

6.  As cach document is moved to the system disk, its
name is removed from the Document Index. Names
of documents that could not be moved remain
highlighted.

When you use any archiving function to copy or move a
document, if the document is too large to fit on the
diskette, the messages Diskette full, delete unnecessary
document(s) from the diskette, or use the Remove

Sfunction to remove the diskette and put in a new one

and Press any key to continue are displayed.

When using a multiple-archiving function, some documents
selected for archiving may be to large to fit on the

diskette, even though smaller documents would fit. When
you press any key to continue, Fortune:Word tries to
archive the next selected document. Press CANCEL to stop
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the process, or, if you want to fit as many documents as
possible on the diskette, continue to press any key until
the end of the selected documents is reached. The names
of any documents that have not been successfully archived
are highlighted.

ARROW KEYS

The Arrow keys are the four gray keys located on the
right side of the keyboard to the left of the numeric
keypad. You use these keys to move the cursor in the
direction of the arrow. In this guide, the arrow keys
are referred to as UP, DOWN, RIGHT, and LEFT.

See “Cursor.”

ATTACH GLOSSARY

To use the entries in a glossary you have created and
verified, you must attach the glossary. There are five
ways to attach a glossary:

From the Glossary Functions menu

From any menu by using the shortcut code agl
From a Document Index screen

By verifying a glossary

From an editing screen

When you attach a glossary in any of the first four ways,
the glossary remains attached to that terminal until you
perform one of the following actions:

® You attach a new glossary from outside a document
® You explicitly detach it
® You leave Fortune:Word

If you attach a different glossary while editing a
document, that glossary remains in effect until you end
the editing session or change to a new glossary. The
original glossary attached to the terminal becomes
effective again when you end the editing session.
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Attaching a
Glossary
from the
Glossary
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Attaching a
Glossary
Using the
Shortcut
Code

Attaching a
Glossary
from a
Document
Index

Attaching a
Glossary
While
Editing a
Document
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Select Attach Glossary from the Glossary Functions
menu.

Type the name of the glossary you want to attach, or
type the full pathname to attach a glossary from a
different library.

Press RETURN or EXECUTE.

NOTE: You can also use this selection to
find out if a glossary is currently

attached. If a name is shown on the Please
enter glossary name line, that glossary is
attached. You can press CANCEL and the
glossary remains attached.

From any menu, press COMMAND.

Type agl.

Type the name of the glossary you want to attach, or
type the full pathname to attach a glossary from a
different library.

Press RETURN or EXECUTE.

From a Document Index screen, move the marker to the
name of the glossary you want to attach.

Press GL.

Press COMMAND.

Press GL.

Type the name of the glossary you want to attach, or
type the full pathname to attach a glossary from a
different library.

Press RETURN or EXECUTE.
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AUTHOR

Each document contains a Document Summary screen. This
screen has a 25-character field for entering the name of

the author of the document. There are no naming
restrictions. From the Index menu, you can choose to
display an index that contains only the documents by a
particular author. Therefore, it is useful to be

consistent in the style you use for entering an author’s
name.. See “Index.”

AUTOMATIC PROCESSING

Hyphenation and Pagination, Footnote Processing, and
Spelling Checker have menu selections that allow you to
run these processes automatically. Automatic processing
is faster than interactive processing since the text is

not displayed on the screen and the system does not have
to refresh the screen display.

For Hyphenation and Pagination, the system chooses what

words to hyphenate and where to place page breaks. These

decisions are based on the text-length and hot-zone J
settings you select from the Hyphenation and Pagination

menu.

For Footnote Processing, the system chooses how to format 1
footnotes and where to place them in a document. These

decisions are based on the selections you make from the

Footnote Processing menu. [

For Spelling Checker, spelling markers are added to the
document. You can later use the Spell Editor to make the {
required corrections.

See “Hyphenation and Pagination,” “Footnote Processing,”
and “Spelling Tools.” I
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AUTOMATIC SAVING OF EDITING CHANGES

Fortune:Word has an Autosave feature that automatically
saves editing changes every time a preset number of
keystrokes is reached. You can set autosave for each
document during an editing session. If you want to use
autosave for each document you create, set it in the
prototype document. Each document you create using that
prototype automatically uses that autosave setting.

REMEMBER: Each library has its own 0000
prototype document. Check to be sure the
prototype document for each library has the
correct settings.

When the preset number of keystrokes is reached while
editing, the entire document is written to the system

disk. The message Writing pages is displayed at the
bottom of the screen, and editing processes may slow
momentarily. If you reach the preset number of
keystrokes while you are using a function such as Copy or
Insert, the changes are saved when the function is
completed. Text you type while the changes are being
saved is stored in a buffer. These keystrokes are output
to the screen as soon as the document has been saved.

If you continue typing while the changes are being saved,
some characters may temporarily display at the bottom of
the screen. These characters are automatically inserted

at the proper location in your document when the process
is complete.

NOTE: A small autosave number writes the
document to the system disk more frequently
than a large number. If you set the

autosave number to 1, the document is saved
as each character is typed. This results in
unacceptable system response time. The
default setting of 1024 saves the document
after approximately 17 lines of text when

the format line length is 65.
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When you use autosave, the changes you make to a document
are copied from the temporary working file to the system
disk. As a result, you cannot use the End of Edit

Options menu DELETE or COPY selections to restore a
document to its original condition. These options would
restore the document to the condition it was in the last

time any changes were written to the system disk. If you
want to save a copy of the document in its original
condition, make a copy before you start editing, or when

you set autosave.

Autosave remains set between editing sessions if the
number of keystrokes is set to 10 or more. If the number
of keystrokes for autosave is set to 9 or less, it is
automatically turned off when you leave a document.

To set the autosave feature, follow these steps:

1.  From an editing screen, press STOP. A square block
and the number 1024 are displayed on the second
status line.

2. If you do not want to save a copy of the document in
its original condition, skip this step. To save a
copy of the document in its original condition,
press COPY. Type the name you want to use for the
original copy of the document, and press RETURN or
EXECUTE.

3. Press RETURN or EXECUTE to sct autosave to 1024.
To use a different number of keystrokes, enter a
number between 1 and 32,767, then press RETURN or
EXECUTE. The number and the block remain on the
screen during the editing session to remind you that
autosave is sct.

If the autosave feature is set and you want to cancel it,
follow the steps below:

1. Press STOP.
2. Press CANCEL. You can also turn off the autosave

feature by pressing STOP, typing 0, and pressing
RETURN or EXECUTE.
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CAUTION: When the autosave feature is used,
COMMAND r only restores a page to the
condition it was in when the document was

last saved. If you want to preserve a copy

of the document in its original condition,

be sure to press COPY immediately before you
set the number of keystrokes to be used for
autosave,

BACKGROUND PROCESSING

BACKSPACE

BANNER

3/87

Hyphenation and Pagination, Footnote Processing, and
Spelling Checker have menu selections that allow you to
run these processes in background mode. Background
processing is the same as automatic processing except
that it returns you to the menu, freeing your terminal
for other work.

We recommend that you do not run more than seven
processes in background mode at the same time.

See “Hyphenation and Pagination,” “Footnote Processing,”
and “Spelling Tools.”

On the editing screen, the Backspace key moves the cursor
one character position to the left each time you press

it. It does not remove text. On some menu screens, the
Backspace key moves the marker back one field.

Banner is a selection on the Print Document menu that
prints an extra page before the document. This page
shows the operator’s name, the name of the document, and
the date and time the document was printed. Banners are
useful for identifying printouts when several users share

a printer. See “Print Document.”
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BLOCK COPY, MOVE, DELETE

You can copy, move, or delete blocks of text that are
narrower than the total length of a line. When you
delete a block of text, it is removed. When you copy or
move a block of text, you can reposition it within the
same block of text or move it to any other place in the
document. You can also use the block copy, move, delete
function between documents.

NOTE: Since the cursor cannot move to an
“unopen” area of the screen (an area where
there are no characters), there will be

times when the characters that are
highlighted on the screen do not exactly
match the characters that are selected for

the block operation.

You cannot include page or column breaks, or cross format
lines when you highlight text for a block operation. You
should only block copy or move text in which each line
ends with a Return, and copy or move to lines that end
with Returns. Otherwise you may get unexpected results
because of word wrap.

Highlighting and the keys you press for block operations
are different for each of the following kinds of text:

® Text with even columns
® Columns with an uneven right margin
® Columns with Decimal Tab symbols

NOTE: The columns referred to here are
tabular information formatted with Tabs,
Decimal Tabs, or Indents, not text formatted
with multiple-column format lines.

Text with When you perform block operations on text when each entry
Even Columns in a column contains the same number of characters, the
characters that are highlighted are the same as the
characters that are copied, moved, or deleted.
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Copying a
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When you perform block operations on text with an uneven
right margin, such as tables of numbers that are

formatted with Tab symbols, all characters to the right

of the cursor position that you want to select MUST be
included in the highlighted area of the screen. To do

this, you may need to highlight to the Tab, Indent, Dec
Tab, or Right-flush Tab symbol in the following column.
When you highlight the delimiter in the following column,
you can press EXECUTE to imclude those delimiters in

the block operation, or you can press SHIFT /EXECUTE to
exclude those delimiters.

Tabular information formatted with decimal tabs can have
both a ragged left and a ragged right margin within a
column. Since Fortune:Word cannot highlight an “unopen”
area of the screen, highlighting of text that is

formatted with decimal tabs will not match the text
selected for a block operation unless the columns are the
same width.

When you begin highlighting a block with the cursor on a
Dec Tab symbol, all characters to the left of the cursor
position, including the Dec Tab symbol, are
automatically included in the block operation, whether

or not they are highlighted on the screen.

On the other hand, all characters to the right of the

cursor position MUST be included in the highlighted area
of the screen to be included in the block operation. To
do this, you may need to highlight the Dec Tab symbols as
well as some additional characters in the following

column. You can drop the text you highlighted in the
following column by pressing SHIFT /EXECUTE when the
text is highlighted.

1. Put the cursor at the upper-left corner of the block
you want to copy.

2. Press COMMAND, then press COPY.

3. Move the cursor to the lower-right corner of the
block you want to copy. The block is highlighted.
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6.

Press EXECUTE to copy the text that is highlighted.

Put the cursor where you want to insert the block of
text.

Press EXECUTE.

If you decide not to complete the block copy, press
CANCEL at any time before the final EXECUTE to stop the

process.
Moving a When you move a column of text within the same block, it
Block of is always a good idea to move information from right to
Text with left. If you move a column from left to right within the
Even Columns same block, unexpected results may occur.
1.  Put the cursor at the upper-left corner of the block
you want to move.
2.  Press COMMAND, then press MOVE.
3. Move the cursor to the lower-right corner of the
block you want to move. The block is highlighted.
4.  Press EXECUTE to move the text that is highlighted.
5.  Put the cursor where you want to insert the block of
text.
6. Press EXECUTE.

If you decide not to complete the block move, press
CANCEL at any time before the final EXECUTE to stop the

process.
Deleting a 1.  Put the cursor at the upper-left corner of the block
Block of you want to delete.
Text with
Even Columns 2.  Press COMMAND, then press DELETE.
3. Move the cursor to the lower-right corner of the
block you want to delete. The block is highlighted.
4.  Press EXECUTE.
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Copying a
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If you decide not to complete the block delete, press
CANCEL at any time before the final EXECUTE to stop the
process.

6.

Put the cursor at the upper-left corner of the block
you want to copy.

Press COMMAND, then press COPY.

Move the cursor to the lower-right corner of the
block you want to copy. Be sure to highlight the
TAB, INDENT, DEC TAB, or Right-flush Tab in the
following column. If the text to be copied is at

the end of a line, highlight to the last RETURN. It
is not necessary to highlight the text to the end of
the line to successfully copy it.

Press SHIFT /EXECUTE to copy the text that is
highlighted and to drep the trailing TAB, INDENT,
DEC TAB, or Right-flush Tab. When the text to be
copied is at the end of a line, and a RETURN is the
last character that is highlighted, press

SHIFT /EXECUTE to drop the Returns and to include
all text to the end of each line that is

highlighted, whether or not the highlighting extends

to the end of that line.

Put the cursor where you want to insert the block of
text.

Press EXECUTE.

If you decide not to complete the block copy, press
CANCEL at any time before the final EXECUTE to stop the
process.

Remember always to move the information from right to
left when moving within the same block of text.

1.

2.

Put the cursor at the upper-left corner of the block
you want to move.

Press COMMAND, then press MOVE.
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3. Move the cursor to the lower-right corner of the
block you want to move. Be sure to highlight the
TAB, INDENT, DEC TAB, or Right-flush Tab in the
following column. If the text to be moved is at the
end of a line, highlight to the last RETURN. It is
not necessary to highlight the text to the end of
the line to successfully move it.

4, Press SHIFT /EXECUTE to move the text that is
highlighted and to drop the trailing TAB, INDENT,
DEC TAB, or Right-flush Tab. When the text to be
moved is at the end of a line, and a RETURN is the
last character that is highlighted, press
SHIFT /EXECUTE to drop the Returns and to include
all text to the end of each line that is
highlighted, whether or not the highlighting extends
to the end of that line.

5. Put the cursor where you want to insert the block of
text.

6. Press EXECUTE.

If you decide not to complete the block move, press
CANCEL at any time before the final EXECUTE to stop the

process.
Deleting a 1.  Put the cursor at the upper-left corner of the block
Block of you want to delete.
Text with
Uneven 2. Press COMMAND, then press DELETE.
Columns
3.  Move the cursor to the lower-right corner of the
block you want to deletc. Be sure to highlight the
TAB, INDENT, DEC TAB, or Right-flush Tab in the
following column. If the text to be deleted is at
the end of a line, highlight to the last RETURN. It
is not necessary to highlight all the text to the
end of the line to successfully delete it.
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Press SHIFT /JEXECUTE to delete the text that is
highlighted and to retain the trailing TAB,
INDENT, DEC TAB, or Right-flush Tab. When the
text to be deleted is at the end of a line, and a
RETURN is the last character that is highlighted,
press SHIFT /JEXECUTE to retain the Returns and to
delete all text to the end of each line that is
highlighted, whether or not the highlighting extends
to the end of that line.

If you decide not to complete the block delete, press
CANCEL at any time before the final EXECUTE to stop the
process.

Copying a 1.

Block of
Text with

Decimal Tabs 2.

3/87

Put the cursor on the Dec Tab symbol at the
upper-left corner of the column you want to copy.

Press COMMAND, then press COPY.

Move the cursor to the lower-right corner of the
block you want to copy. Be sure to highlight the
TAB, INDENT, DEC TAB, or Right-flush Tab in the
following column. Some additional characters in the
following column may be highlighted. They will not
be included in the text that is copied. If the text

to be copied is at the end of a line, highlight to

the last RETURN. It is not necessary to highlight
the text to the end of the line to successfully copy
it.

Press SHIFT /EXECUTE to copy the text that is
highlighted and to drop the trailing TAB, INDENT,
DEC TAB, or Right-flush Tab. When the text to be
copied is at the end of a line, and a RETURN is the
last character that is highlighted, press

SHIFT /EXECUTE to drop the Returns and to include
all text to the end of each line that is

highlighted, whether or not the highlighting extends

to the end of that line.

Put the cursor where you want to insert the block of
text.

Press EXECUTE.
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If you decide not to complete the block copy, press
CANCEL at any time before the final EXECUTE to stop the

process.
Moving a 1.  Put the cursor on the Dec Tab symbol at the
Block of upper-left corner of the column you want to move.

Text with
Decimal Tabs 2.  Press COMMAND, then press MOVE.

3. Move the cursor to the lower-right corner of the
block you want to move. Be sure to highlight the
TAB, INDENT, DEC TAB, or Right-flush Tab in the
following column. Some additional characters in the
following column may be highlighted. They will not
be included in the text that is moved. If the text
to be moved is at the end of a line, highlight to
the last RETURN. It is not necessary to highlight
the text to the end of the line to successfully move
1t.

4.  Press SHIFT/EXECUTE to move the text that is
highlighted and to drop the trailing TAB, INDENT,
DEC TAB, or Right-flush Tab. When the text to be
moved is at the end of a line, and a RETURN is the
last character that is highlighted, press
SHIFT /EXECUTE to drop the Returns and to include
all text to the end of each line that is
highlighted, whether or not the highlighting extends
to the end of that line.

5.  Put the cursor where you want to insert the block of
text.

6. Press EXECUTE.

If you decide not to complete the block move, press
CANCEL at any time before the final EXECUTE to stop the

process.
Deleting a 1. Put the cursor on the Dec Tab symbol at the
Block of upper-left corner of the column you want to delete.

Text with
Decimal Tabs 2. Press COMMAND, then press DELETE.
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Move the cursor to the lower-right corner of the
block you want to delete. Be sure to highlight the
TAB, INDENT, DEC TAB, or Right-flush Tab in the
following column. Some additional characters in the
following column may be highlighted. They will not
be included in the text that is deleted. If the

text to be deleted is at the end of a line,

highlight to the last RETURN. It is not necessary
to highlight the text to the end of each line to
successfully delete it.

Press SHIFT /JEXECUTE to delete the text that is
highlighted and to retain the trailing TAB,
INDENT, DEC TAB, or Right-flush Tab. When the
text to be deleted is at the end of a line, and a
RETURN is the last character that is highlighted,
press SHIFT /EXECUTE to retain the Returns and to
include all text to the end of each line that is
highlighted, whether or not the highlighting extends
to the end of that line.

Putting a There are two ways you can position a block of text at
Block of the end of a line. When the To where? prompt is

Text at the displayed, and you put the cursor on a Return symbol, you
End of the can use cither of the following options:

Line

® Press EXECUTE to put the copied text immediately in

front of the Return on each line, even if the Return
symbols are not aligned.

Press SHIFT /EXECUTE to put the copied text at the
same position on each line, ignoring the position of
the Return symbols.

WARNING: Unpredictable results can occur
when you press SHIFT /JEXECUTE when moving a
block horizontally.

Copying or 1.

Moving a
Block of

Text Between 2.

Documents

3/87

Edit the document into which you want to copy or
move the block of text.

Put the cursor where you want to place the copied or
moved text.
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3. Press COMMAND SHIFT/COPY or COMMAND
SHIFT /MOVE.

4. A new screen is displayed, showing the name of the
document you are editing. Enter the name of the
document from which you want to copy or move the
block of text and press RETURN or EXECUTE.

5.  The document is displayed on the screen. Move the
cursor to the beginning of the block of text you
want to copy or move.

6.  Press EXECUTE to mark the beginning of the text you
are copying.

7.  Follow the directions above for performing the type
of block copy or move you want.

8.  When you complete the operation, the text is copied
or moved into the original document. The cursor is
positioned at the end of the block of text.

BOLD

You can emphasize text by having it print in boldface.
On most letter-quality printers, bold text is printed
twice, resulting in thicker letters resembling a bold
typeface. When you select bold emphasis by pressing
MODE and typing b or B, the text on the editing screen
appears brighter than normal text. See “Mode.”

BOOKMARKS

Bookmarks are invisible electronic location markers. You

can add them to a document while editing to mark a place
to which you want to return. The bookmarks you add
during editing are removed from the document when you end
the editing session. You can mark as many as 10 places

in a document. If you reuse a bookmark number during an
editing session, the bookmark is moved to the new

location.
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Adding a
Bookmark

Returning to
a Bookmark

Deleting a
a Bookmark

1. While editing a document, put the cursor at the
place you want to mark.

2. Press COMMAND.

3. Type a number from 0 to 9, or type no number, which
is the same as 0.

4, Press NOTE.

1. Press GO TO PAGE.

2. Type the number of the bookmark, or type no number
to return to bookmark 0.

3. Press NOTE.

When you use a bookmark number that has already been
assigned, the old bookmark is deleted and the marker is
moved to the new location. All bookmarks are deleted
when you leave a document.

BOTTOM MARGIN

CANCEL

3/87

The bottom margin is the space between the end of the
regular printed text and the bottom of the paper. You

can print text in the bottom margin of each page by using

a footer in your document. To automatically print page
numbers in the bottom margin include a number symbol (#)
on the footer page. Any lines you add to a header or

footer page are not counted as part of the text length
setting. . They do, however, increase the total line count

of the final printed page. See “Footers” and

“Alternating Headers or Footers.”

The Cancel key stops a process such as editing. CANCEL
is also the key you use to say “No.” If you change your
mind and do not want to continue a procedure you have
started, such as deleting text, press CANCEL.
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CAPITALIZATION IN EXCEPTION DICTIONARIES

See “Exception Dictionary.”

CASE CONVERSION
You can convert text four different ways:
® To lowercase
® To uppercase
® To capital letters at the beginning of each word

® To capital letters at the beginning of each
sentence

The selected text can be a combination of uppercase and
lowercase letters, and it may contain nonalphabetic
characters. All alphabetic characters in the selected

text are converted; nonalphabetic characters are not
changed.

When you convert text to capital letters at the beginning
of each sentence, the first highlighted word is also
converted if the highlighting begins on the first letter

of that word, even if the word does not begin a sentence.

1. Move the cursor to the first character of the text
you want to convert.

2. Press COMMAND, and type ¢ or C.

3.  Highlight the text you want to convert and press

EXECUTE.

4. To convert to: Type this character:
Lowercase 1 or L
Uppercase u or U
Uppercase at beginning of words w or W
Uppercase at beginning of sentences s or S

5. Press EXECUTE.

You can also select text for case conversion by
highlighting backward.
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CENTER

Centering
Text

Removing
Centering

Moving the
Cursor to
the Next
Center
Symbol

3/87

The Center key centers a line of text between the left

and right margins set in the format line, or between
column margins. CENTER is indicated on the screen by a
diamond, which does not print. You must center each line
individually.

If a centered line has regular spaces at the end just

before the return symbol, it will not print as it appears

on the screen. In printouts, regular spaces at the end

of a centered line are ignored. If you want to add

spaces at the end of a centered line, use required spaces
(press COMMAND, then SPACE). That way the line prints
as it is displayed. Regular spaces preceding text on a
centered line are not ignored during printing.

1. While editing a document, put the cursor where the
centered text will go.

2. Press INSERT if necessary, then CENTER, and type the
text.

3. Press RETURN at the end of the line to end the
centering.

1. Put the cursor on the center symbol.
2. Press DELETE.

3. Press EXECUTE. The text is no longer centered.

You can move the cursor to the next center symbol in a
document by pressing GO TO PAGE and then CENTER.
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CHANGE LIBRARY

The Change Library function allows you to change from one
library or sublibrary to another. There are three ways
to change libraries or sublibraries:

® From the Supervisory Functions menu
® By using the shortcut code chl

® By pressing GO TO PAGE from an index screen of
sublibraries

Changing 1.  Select Change Library from the Supervisory

Libraries Functions menu.

from the

Supervisory 2. Type the name of the sublibrary you want, or the

Functions full pathname of a library.

Menu
3. Press RETURN or EXECUTE.

Changing 1. From any menu, press COMMAND.

Libraries

Using the 2. Type chl

Shortcut

Code 3. Type the name of the library you want.
4, Press RETURN or EXECUTE.
You can also change libraries when you are on an index
screen of sublibraries. To do so, move the cursor to the
name of a library and press GO TO PAGE.
When you are on an index screen of sublibraries, you can
view an index of the documents in any sublibrary without
changing to that sublibrary. To do this, move the cursor
to the name of a library and press EXECUTE.
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CHANGING EXCEPTION DICTIONARIES

See “Exception Dictionary.”

COLUMN BREAK

COLUMNS

3/87

Two kinds of column breaks are used in documents with a
multiple-column format: optional and required. You can
enter optional column breaks during editing or by using
Hyphenation and Pagination to reposition the optional
column breaks and leave required column breaks in place.
Required column breaks are always entered during editing.
Use a required column break when you want text to always
be positioned at the top of a new column, or to keep
synchronized columns aligned when you mix wrapping and
synchronized columns in the same document.

When you have a multiple column format line in a document
and press PAGE, a column break is automatically entered
unless each column ends with a column break. Then
pressing PAGE inserts a page break.

Optional column breaks are indicated by a row of periods
(.. ..) on the screen. You enter an optional column
break by pressing PAGE.

Required column breaks are indicated by a row of colons
(: : ¢ :) on the screen. You enter a required column
break by pressing SHIFT /PAGE.

You can move the cursor to the top of a column by
pressing GO TO PAGE and then SUPERSCRIPT. You can

move the cursor to the bottom of a column by pressing
GO TO PAGE and then SUBSCRIPT.

See “Multiple Columns.”

2-39 Fortune:Word Reference Guide



Functions, Features, and Keys

COMMAND

While editing a document, the Command key, used in
combination with other keys, initiates Fortune:Word
activities. The table below shows the function and the
combination of keys you press to select that function.
Refer to the topic in the left-hand column for more
information about each command.

From any Fortune:Word menu, the Command key, used in
combination with a three-letter shortcut code, allows you
to bypass menus and go directly to the function you want
to perform. See “Shortcut Codes.”

Block copy, move,

delete

Bookmark

Case conversion

Footnoting

Glossary
Help

Help for commands

Horizontal scroll

Hyphens

Index

Line spacing

Math

Fortune:Word Reference Guide
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COMMAND COPY,
COMMAND SHIFT /COPY,
COMMAND MOVE,
COMMAND SHIFT/MOVE,
COMMAND DELETE

COMMAND, number, NOTE
COMMAND c or C
COMMAND n or N; GO TO
PAGE, COMMAND, number,
n or N; COMMAND,
number, n or N

COMMAND GL
COMMAND HELP
COMMAND

COMMAND, number,
horH

COMMAND - (hyphen)

COMMAND i (short
format) or I (long
format)

COMMAND, number,
sorS$S

COMMAND m or M
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COMMENTS

On the
Document
Summary
Screen

3/87

Printer control
Required space
Restoring a page
Right-flush Tab

Saving a document

Screen symbols
Search
Shell escapes

Sort

Status lines
Tab

Text length

Vertical scroll

Windowing

Flip between windows

Switch between
windows

COMMAND q or Q
COMMAND SPACE
COMMAND r or R
COMMAND INDENT

COMMAND RETURN
EXECUTE

COMMAND REPLACE
COMMAND SEARCH
COMMAND !, COMMAND |

COMMAND MERGE,
COMMAND SHIFT/MERGE

COMMAND FORMAT
COMMAND TAB

COMMAND, PAGE, number,
EXECUTE

COMMAND, number,
vorV

COMMAND w or W
COMMAND f or F
COMMAND j or J

The Document Summary screen contains a 55-character field
in which you can enter additional information about a
document. You can enter comments any time the document
summary is' displayed on the screen. You can also leave

the field blank. If you enter information on the

comments line, you must press EXECUTE and enter the
document to save the comments. See “Document Summary.”
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In Glossary You can add comments to a glossary by enclosing them

Documents between /* and */. Any text between these symbols is
bypassed when a glossary is verified or executed. You
can use this feature to add a note to a glossary entry
reminding you what it does and how it works. Sece
“Glossary.”

In Exception Any text beginning with an asterisk (*) and ending with a

Dictionaries RETURN in an exception-dictionary document is treated as
a comment. It will be bypassed by Spelling Tools and by
Hyphenation and Pagination. See “Exception Dictionary.”

CONTROL (CTRL)

You can use the Control key, in combination with a
one-letter code, to refresh the screen, stop the screen
display, and restart the screen display. Some other
Fortune:Word functions can also be duplicated with a
control sequence.

Listed below are the control codes you can use in
Fortune:Word:

CIRL hor H BACKSPACE
CTIRLiorlI TAB

CIRLjor] GL

CTIRL q or Q Restart the screen display
CTIRL s or S Stop the screen display
CTRL w or W Refresh the screen display
CTRL \ CANCEL

Other control sequences are used to begin characters from
special character sets (CTRL n or N, CTRL y or Y,

CTRL ). See Appendix F for information on how to access
alternate character sets in Fortune:Word.

CONTROL GLOSSARY

See “Records Processing.”
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CONVERTING UPPERCASE TO LOWERCASE AND LOWERCASE

TO UPPERCASE

COPY

Copying Text
within a
Document

3/87

See “Case Conversion.”

During editing, the Copy key allows you to duplicate text
in a document, to copy parts of another document into the
document you are editing, or to copy text between
windows.

From a Document Index screen, the Copy key allows you to
access the Copy document function, and SHIFT /COPY
performs archiving functions. See “Copying a Document on
the System Disk” and “Archiving.”

When you are using the autosave feature, you can use the
Copy key to save a copy of the original document. Sec
“Automatic Saving of Editing Changes.”

When using Forms Processing, press COPY to enter a copy
of the information entered in the previous field of the
same kind. For example, press COPY to repeat a number
entered in a previous number field or to repeat text
entered in a previous general field.

1.  While editing, put the cursor at the beginning of
the text to be copied.

2. Press COPY.
3.  If you want to copy the format line, press FORMAT.

4. Move the cursor to the end of the text you want to
copy.

5. Press EXECUTE.

6.  Move the cursor to the place where you want to
insert the copied text.

7. Press EXECUTE.

2-43 Fortune:Word Reference Guide

Cc



Functions, Features, and Keys

Copying Text 1.

Between

Documents 2.

10.

Edit the document into which you want to copy text.

Put the cursor where you want to place the copied
text.

Press SHIFT /COPYY.

A new screen Copying Text Between Documents
appears. It shows the name of the document you are
editing and allows you to enter the name of the
document from which you are copying text.

Type the name of the document from which you want
to copy text and press RETURN or EXECUTE.

The document is displayed on the screen. Move the
cursor to the beginning of the text you want to

copy.

Press EXECUTE to mark the beginning of the text you
are copying.

If you want to copy the format line, press FORMAT.

Move the cursor to the end of the text you want to
copy. This highlights the text.

Press EXECUTE again. The text you have highlighted
is copied into the original document. The cursor is
positioned at the end of the copied text.

Copying Text 1.
Between
Windows

With two or more windows open, press COMMAND
and type j to move to the window from which you want
to copy text.

Move the cursor to the beginning of the text you
want to copy. You can use SEARCH, or you can
move the cursor as you would while editing without a
window open.

Press COPY.

Move the cursor to the end of the text you want to
copy.

Press EXECUTE.
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Copying Text
With
Attributes

Copying
Blocks of
Text

3/87

6.  Press COMMAND and type j to move to the window
into which you want to copy text.

7. Move the cursor to the place where you want to
insert the copied text.

8.  Press EXECUTE.

When copying text that includes emphasis such as
underlining, double underlining, overstrike, boldface,
reverse video, or flashing, the emphasis may be lost in
the new location. The following rules apply:

® When the copied text contains one or more
characters before the start of the emphasis AND
one or more characters after the end of the
emphasis, the emphasis is maintained.

® When ONLY characters before the emphasis are
included, the emphasis is maintained and continues
beyond the end of the copied text.

® When characters before the emphasis are NOT
included, the emphasis is lost.

For example, if you want to copy a word with underscore
text emphasis, the emphasis is copied when you include
the spaces before and after the word in the text you
highlight to be copied. When you highlight only the word
itself, the emphasis is not copied.

See “Mode” and Appendix A for more information about text
attributes.

See “Block Copy, Move, Delete.”
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COPYING A DOCUMENT ON THE SYSTEM DISK

Copying a
Document
from the
Filing Menu

Copying a
Document
Using the
Shortcut
Code

Copying a
Document
Using the
Index

This function duplicates a document on the system disk.
It copies the entire document, including the document
summary, header, footer, work, note, and footnote pages.

There are three ways to copy a document on the system
disk:

® From the Filing menu
® By using the shortcut code cpy
® From the Document Index screen

1. From the Filing menu, select Copy Document.

2. Enter the name of the document you want to copy.
The default name is the name of the last document
you were editing. Use that name or type a new name.

3. Press RETURN or EXECUTE.

4.  Type a name for the new document and press RETURN
or EXECUTE.

1. From any menu, press COMMAND.

2. Type cpy.

3.  Follow steps 2 through 4 above.

You can make a copy of a document from any Document
Index screen. Follow the procedure outlined below, or

usc a shortcut code to access a Document Index screen and
follow steps 3 to 5 below.

1. From the Main menu, select Index.
2. From the Document Index menu, select Type of

Index, index to Screen, and index from Current
library; then press EXECUTE.
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Put the marker on the name of the document to be
copied.

Press COPY.

Type a name for the new document and press
RETURN or EXECUTE.

The document is copied, and the name of the new
document appears on the Document Index screen.

CREATING A NEW DOCUMENT

3/87

When you want to create a new document in your library,
select Create New Document from the Main menu. Once
the document name has been added to the library, you
access it by selecting Edit Old Document.

Follow the rules listed below for naming documents:

A document name can be up to 11 characters long.
A name must begin with a letter or a digit.

Document names can be typed in uppercase letters,
in lowercase letters, or in a combination of the
two. When you type the name of a document that
already exists, you must use the same capitalization
you used when you created the document.

Names cannot contain the characters ? | @ & * 2 °
\ / < >, or spaces, and they cannot begin with a
period. If you want, you can use a period, hyphen,
or underbar to separate two words or abbreviations
in a document name.

Do not use the characters .dc, .fr, .gl, .ex, or

MP to end a document name. These suffixes are used
by the operating system to indicate special kinds of
files.

Select Create New Document from the Main menu.

Enter a name for the new document and press

RETURN or EXECUTE.
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3. Use the default prototype document 0000, or type the

name of another prototype document. See “Prototype
Document.”

4. Press RETURN or EXECUTE.

5.  Fill in the fields on the Document Summary screen as
needed, and press EXECUTE.

6. A screen containing two status lines and the format
line from the prototype document is displayed. Now
you can start entering text.

CREATING A NEW GLOSSARY

See “Glossary.”

CREATION LIBRARY

The Creation library line on the Main menu and Glossary
Functions menu indicates the library or directory you are
currently using. Any new documents you create are put in
that library.

CTRL

See “Control.”

CURSOR

The cursor is the bright rectangle that indicates your
position on the screen. Any typing you do or editing
function you perform takes place at the cursor location.
The first status line on the editing screen tells you the
page, line, and position number of the cursor. This
information changes continuously so you can easily
determine where you are in the document. There are many
ways to move the cursor through a document.
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Basic Cursor
Movement

RIGHT

3/87

Do not use the Space bar to move the cursor from place to
place. Pressing SPACE moves the cursor forward one
character at a time. However, it also generates a space,
overtyping the character in that position on the screen.

Use one of the four cursor movement keys or other forms
of cursor movement to move the cursor through existing
text.

When you first start using Fortune:Word, you will use the
four cursor movement keys on the right side of the
keyboard to move the cursor in the direction indicated by
the arrow on the key. These keys are referred to in this
guide as UP, DOWN, RIGHT, and LEFT, to indicate the
direction that they move the cursor. As you become more
familiar with Fortune:Word, shortcuts for cursor movement
become much more important, and you will develop your
own favorite ways of moving the cursor.

When you edit a document, the cursor starts in the first
position of the first line of the first page. You can

move the cursor to any “open” screen area by pressing the
arrow that points in the direction you want to move. You
cannot move the cursor into an “unopen” area of the
screen to the right of a RETURN, beyond the end of the
line where text wraps, or between Indent, Tab, Decimal
Tab, or Right-flush Tab symbols. Because of “open” and
“unopen” areas of the screen, the cursor may move in a
way that you do not expect. The following paragraphs
describe how the cursor moves when you use the cursor
movement keys.

If you press RIGHT repeatedly, the cursor moves to the
right one character at a time, as long as there are
characters on the line. When the cursor reaches an area
of “unopen” screen, it moves to the next available open
area at the left margin and continues to move to the
right, always remaining in the open screen areas. If you
try to move the cursor beyond the end of document line,
the system beeps to tell you that this action cannot be
done.
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LEFT If you press LEFT repeatedly, the cursor moves to the
left one character at a time as long as there are
characters on the line. When the cursor reaches the left
margin it moves to the next available open area at the
right of the line above and continues to move to the
left, always remaining in the open screen areas. If you
try to move the cursor beyond the beginning of the
document the system beeps to tell you that this action
cannot be done.

DOWN If you press DOWN repeatedly, the cursor moves down the
screen one line at a time. If the next line is “open”
the cursor moves straight down, maintaining the same
screen position. If the screen is “unopen” because the
line ends with a RETURN, the cursor moves to the end of
the line below. If the screen is “unopen” because of the
positioning of Tab, Dec Tab, Indent, or Right-flush Tab
symbols, the cursor moves to the next open character to
the right of the symbol. If the screen appears to be
unopen and you can move the cursor into it, that area of
the screen contains space characters.

If you try to move the cursor beyond the end of document
line, the system beeps to tell you that this action
cannot be done.

or If you press UP repeatedly, the cursor moves up the
screen one line at a time, using the same guidelines as
cursor movement for the down arrow. If you try to move
the cursor beyond the beginning of the document, the
system beeps to tell you that this action cannot be done.

Figure 2-1 illustrates the path of cursor movement for UP
and DOWN.
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Figure 2-1. The Path of Cursor Movement for UP and DOWN

The cursor keys are the four Arrow keys to the right of
the main keyboard and to the left of the numeric keypad.
You use these keys to move the cursor up or down a line
at a time and to move it to the left or right a character
at a time. You can also combine many cursor movement
keys to move the cursor quickly to a specific place in

the document.

To move the cursor to the position in the left column,
use the keys listed in the right column.
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Next character
Next line
Next screen

Next tab symbol in text
Next indent symbol in text

Next dec tab symbol
in text

Next center symbol in text
Next Right-flush Tab

symbol in text

Next required space
symbol in text

Next optional or required
hyphen symbol in text

Next tab position set
in format line

Previous character
Previous line
Previous screen

Bottom of the current page
Top of the current page
Bottom of the current column

Top of the current column
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Press RIGHT
Press DOWN
Press NEXT SCRN

Press GO TO PAGE and
TAB

Press GO TO PAGE and
INDENT

Press GO TO PAGE and
DEC TAB
Press GO TO PAGE and
CENTER

Press GO TO PAGE,
COMMAND and INDENT

Press GO TO PAGE,
COMMAND, and SPACE

Press GO TO PAGE,
COMMAND, and HYPHEN

Press COMMAND and
TAB

Press LEFT

Press UD

Press PREV SCRN

Press GO TO PAGE and
DOWN

Press GO TO PAGE and
ur

Press GO TO PAGE and
SUBSCRIPT

Press GO TO PAGE and
SUPERSCRIPT

3/87
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Previous format line
(if not in a column)

Next format line
(if not in a column)
Top of the next page

Top of the previous page

Bookmark location

Top of a specific page

End of document
Beginning of document
Header page

Footer page

Work page

Note page

Footnote page

Footnote reference
from a footnote page

Press GO TO PAGE and
SUPERSCRIPT

Press GO TO PAGE and
SUBSCRIPT

Press GO TO PAGE and
NEXT SCRN

Press GO TO PAGE and
PREV SCRN

Press GO TO PAGE,
type the number of the
bookmark location, and
press NOTE

Press GO TO PAGE,
type the page number,
and press EXECUTE

Press GO TO PAGE,
type € or E

Press GO TO PAGE,
type b or B

Press GO TO PAGE,
type h or H

Press GO TO PAGE,
type f or F

Press GO TO PAGE,
type w or W

Press GO TO PAGE,
type n or N

Press GO TO PAGE,
type the number of the
footnote page, type
norN

Press COMMAND,
type n or N

See “Cursor Keys,” “Cursor Mode,” “Go To Page,” and

“Bookmark.”
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Cursor Mode

DEC TAB
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You can use SHIFT /UP and SHIFT/DOWN to move the
cursor forward or backward by word, sentence, paragraph,
or page. The default setting is “word.” The cursor-mode
setting is always shown in the first position of the

second status line on the editing screen. The cursor mode
returns to the default setting each time you end the
editing session.

To set or change the cursor mode:

1. Press MODE.

2. Press SPACE for word mode.
Or type a period, ., for sentence mode.
Or press RETURN for paragraph mode.

Or press PAGE for page mode.

To use the cursor mode:
1. Hold down SHIFT.
2. Press UP to move backward in the document.

Or press DOWN to move forward in the document.

Use the Dec Tab (decimal tab) key to align numbers on
decimal points according to the Tab stops set in the
format line.

The last character of a word or the last digit of a whole
number aligns with the Tab stop in the format line. When
the number contains a decimal point, the decimal point
aligns at the position immediately to the right of the

Tab stop. You can follow the decimal tab information
with a TAB, another DEC TAB, a Right-flush Tab, an
INDENT, or a RETURN.

Whole numbers that are followed by a trailing +, -, ),
], }, or > align with the Tab stop in the format
line, as shown in the following example:

=
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Using the
Decimal Tab

Changing a
Decimal Tab
Position

3/87

12

345+
6789-
(1]
(7823)

<789>
{854}

If you want to include spaces in the characters you type
between the DEC TAB and the decimal point, use
COMMAND SPACE (required space). If you are typing tables
and want to extend the underline to the right of a whole
number, use regular spaces.

When you use the sort function, if the first field in the
first record is preceded by a Dec Tab symbol, highlighted
records are sorted in numerical order by the selected
field. If the first record is preceded by any other

symbol or is at the left margin, numbers are sorted
according to the ASCII collating sequence. Sece “Sort.”

You can move the cursor to the next Dec Tab symbol by
pressing GO TO PAGE and then DEC TAB.

1.  From the editing screen, press DEC TAB.

2. The cursor moves to the next tab position. Press
again as nceded.

3.  Type a number or text.

1. Press FORMAT. The cursor moves to the format line.
Press SPACE to remove a tab; press TAB to add one.
Press EXECUTE to set the format line.

Ll

Dec Tab, Tab, and Indent symbols on the screen
realign with the Tab stops in the new format line.
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Removing a
Decimal Tab
from Text

Using
Decimal Tabs
with Whole
Numbers

1.  Put the cursor on the Dec Tab symbol.
2, Press DELETE.
3. Press EXECUTE.

See also “Indent” and “Right-flush Tab.”

When you press the Dec Tab key, the Decimal Tab symbol is
displayed on the screen in the position immediately below
the next tab stop in the format line. As you enter

numbers, the Decimal Tab symbol moves to the left, and

the last character typed displays in the position

immediately below the Tab stop.

When you end the Decimal Tab, the last number typed is
aligned with the Tab stop. You can end a decimal tab
with one of the following keys:

DEC TAB
TAB

INDENT
Right-flush Tab
RETURN
SPACE

), ], > or}
-or +

® 000060 00

When the decimal tab column ends with another DEC TAB,
a TAB, or an INDENT, the cursor moves to the next
available Tab stop to the right.

When the decimal tab column ends with a Right-Flush Tab,
the cursor moves to the next available Right-flush Tab

stop in the format line. If there are no Right-flush Tab
stops in the format line, the cursor moves to the end of

a column, or to the right margin.

When the decimal tab column ends with a RETURN, the line
is ended and the cursor moves to the first position of
the next line.

When the decimal tab column ends with a space, the last
number in the column remains aligned at the tab stop, and
any text you type after the space wraps as it normally

does if you type beyond the end of the line.
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Setting a
Format Line
for Whole
Numbers

Using
Decimal Tabs
with Decimal
Numbers

Setting

Tab Stops
for Columns
that Contain
Decimal
Points
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When the decimal tab column ends with a parenthesis of
any kind, the last number in the column remains aligned
at the tab stop. This feature allows you to enter
parentheses around some of the numbers in a column
without interfering with the alignment. After you type a
right parenthesis, you can end the decimal tab column
with any of the other decimal tab ending keys.

When the decimal tab column ends with a minus 51gn (=) or
a plus sign (+), the last number in the column remains
aligned at the tab stop. This allows you to indicate

negative or positive numbers after the column without
changing the alignment of whole numbers.

Be sure you leave enough space between tab stops for all
the numbers you will be typing. If there is not enough
room between tab stops, the numbers many not align
properly unless you adjust the format line.

Since columns of whole numbers align flush right with the
Tab stops in the format line, the Tab stops must be
positioned at the END of the column, rather than the
beginning. Figure 2-2 shows two tables, one formatted
with Tabs and one formatted with Dec Tabs.

Numbers containing decimal points align the Dec Tab with
the Tab stop position in the format line. Numbers

between the Dec Tab symbol and the decimal point align to
the left of the Tab stop. Numbers to the right of the
decimal point are positioned to the right of the Tab

stop.

Since columns with decimal points align at the decimal,
Tab stops in the format line must be positioned at the
decimal point, rather than at the beginning or the end of
the column. Figure 2-3 shows a suggested format for a
table containing numbers with decimals.
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(Docparts,mt Pagel Linel Pos 1l w
word Format 2 Spacing 1 Length 54
+(2)..... 1o........ | JE K J 4....) Siiiiiinn. 6.... 0 T <
PART NUMBER » TYPE PIN STK PON ORD ¢
4
1(3)..... [ | JA K J 4....... | 0 T [ PTo ]
T8991Z »claw hammers »29 »24
78 »phillips screwdrivers »30 »04
F890 P needle—nose pliers 12 »104
STY321909 »12-piece drills »8 »124
U21 Ptile knife »7 »54
119084167 »angle brackets »49 »204
H892 P door springs »2 »304
E7416 »tool box »12 »124
T12 ) ratchet wrench b4 »64
Ww090189 Ppliers »21 »04
( Doc parts.out Pagel Linel Pos 1 w
word Format 2 Spacing 1 Length 54
+(2)..... B | RN K 4.5 6....0. . T 4
PART NUMBER > TYPE PIN SIK PON ORDY
<
1(4)..... j | SR K J 4.0 | 6.t | SR <
T8991%Z »claw hammers 29 24
78 »phillips screwdrivers 30 04
F890 » needle-nose pliers L12 104
STY321909 »12-piece drills L8 124
U2l Ptile knife w7 54
119084167 »angle brackets 49 204
HB92 »door springs L2 304
E7416 »tool box 12 124
T12 Pratchet wrench L4 L64
W090189 Ppliers w21 w04

Figure 2-2.  Tabs and Dec Tabs with Whole Numbers
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rDoc supplies Pagel ILinel Posl W

word Format 4 Spacing 1 Length 54

1(4)..... B 2,000 | P ... 5....... | TR 4
4

4

DESCRIPTION PQUANTITY PPRICE PER UNIT »TOTAL PRICE4
4

2(5)..... B N 2.0, 3..... | AP AN 5. 6....0....4
Continuous paper 8-1/2x11 L2 +$20.00 1.$40.004
Flexible disks DSDD, 96 TPI 4 +$60.00 .$240.004¢
Carbon ribbons 12 $24.00 0$288.004
<

TOTAL . L L$568. 004

Figure 2-3. Using Decimal Tabs with Decimal Numbers

Using You can use Decimal Tabs to right-justify text. If you
Decimal Tabs do this, you must use a required space (COMMAND SPACE)
for Columns between words. Alternatively, you can use the
?ontaining Right-flush Tab feature. See “Right-flush Tab.”

ext

Using Spaces Typing a space ends the Decimal Tab field. If you want
with Decimal  to include spaces in a Decimal Tab field, use a required
Tabs space.
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Underlining You can use underline or double underline text emphasis
or Double to enter lines in columns of numbers. Use the text
Underlining emphasis as you would with other text. You must begin

Numbers in a
Decimal Tab
Format

and end the emphasis for each column of numbers.

Figure 2-4 shows a table with underline and double
underline.

)

Doc revenue Page 1 Line 1l Pos 21
word Format 1 Spacing 1 Length 54
1(1)..... 1...... | | SR TN >.4....... .5 >.6 .4
41987 REVENUE FORECAST 4

4

> Q1 > Q2 > o3 > Q4 ) TOTALA
4
1(2)..... 1., 2.0, 3.0 4. 0...... 5.0 ... 6...04
Purple widgets 3,648 5,222 7,262 11,150 27,2824
Green widgets 1450 450 453 457 L1,8104
Blue widgets L300 L300 302 305 1,2074
Orange widgets 2,400 3,000 3,023 3,045 11,4684
White widgets 3,100 4,000 4,030 4,060 15,1904
Red widgets 500 550 554 558 2,1624
Black widgets Luwwu500 Loww500  Lwwu504 Lwu508 Lu2,011 4
4

10,898 014,022 016,128 .20,082 61,1304

Figure 2-4.  Decimal Tabs in a Table with Underline and

Dounble Underline
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DELETE

Use the Delete key to select text and screen symbols you
want to remove from a document.

1. Put the cursor at the beginning of the text you want
to delete.

2. Press DELETE, then move the cursor forward or
backward to highlight the text to be deleted. Once
you have pressed DELETE, you can also highlight text
one character at a time by repeatedly pressing
DELETE. You can highlight to the next Tab, Indent,
Dec Tab, Right-flush Tab, Center, Required Space,
Optional Hyphen, or Required Hyphen symbol by
pressing GO TO PAGE and then the appropriate key.
You can also press any character key to highlight to
that character. If the character is not found, text
is highlighted to the next page break.

3. Press EXECUTE.

The Delete key is also a selection on all End Of Edit
menus. If you do not want to save the editing changes

you have made to a document, or if you have not made any
changes, press DELETE. Press EXECUTE to crase changes.
The temporary file is deleted. The original document
remains on the system disk. If you decide you do not

want to erase the changes, press CANCEL and then make
another selection from the End of Edit Options menu.

NOTE: If you have presssed COMMAND RETURN
to save changes while editing, or if you

have used the autosave feature, pressing

DELETE will not restore the document to its
original condition.

DELETING A DOCUMENT

3/87

Deleting documents is necessary for good document
management. However, you should think carefully before
you delete a document. Once you have deleted a document
there is no way you can restore or retrieve it. If you

do not have a backup copy of the document on an archive
diskette, you will not be able to work with it again.
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Deleting a
Document
from an
Archive
Diskette

Deleting a
Document
from an
Archive
Diskette
Using the
Shortcut
Code

Deleting a
Document
from the

System Disk

You can delete a document from the system disk or from an
archive diskette in the following ways:

® From the Filing menu
® From the system disk by using the shortcut code del

® From an archive diskette by using the shortcut code

dfa

From the Index

From the Filing menu, select Delete from archive,

Follow the instructions on the screen for inserting
the diskette.

Type the name of the document you want to delete
from the archive diskette, and press RETURN or
EXECUTE.

Press EXECUTE to delete the document, or press
CANCEL to stop the process.

From any menu, press COMMAND.
Type dfa.

Follow steps 2 through 4 above.

From the Filing menu, select Delete document.

Type the name of the document you want to delete and
press RETURN or EXECUTE.

Press EXECUTE to delete the document, or press
CANCEL to stop the process.
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Deleting a
Document
from the
System Disk
Using the
Shortcut
Code

Deleting a
Document
from the
System Disk
or an
Archive
Diskette
Using the
Index

From any menu, press COMMAND.
Type del.

Follow steps 2 and 3 above.

From the Main menu, select Index.

From the Document Index menu, select Type of
Index, index to Screen. To delete a document
from the system disk, select index from Current
hibrary. To delete a document from an archive
diskette, select index from Archive diskette.

Press EXECUTE.

From the Document Index screen, move the marker to
the name of the document to be deleted.

Press DELETE.

Press EXECUTE to delete the document, or press
CANCEL to stop the process.

Press CANCEL to return to a menu screen.

DESCRIBE BIN FEEDER

3/87

When you have a sheet feeder on your printer, you use the
Describe Bin Feeder selection on the Supervisory
Functions menu to define the paper size.

You need to know which bin is bin 1 and which is bin 2 if
your printer has a dual-bin sheet feeder. Refer to your
printer instructions.

From the Supervisory Functions menu, select
Describe Bin Feeder.
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2. Enter the number of the printer with the bin feeder.
Be sure you have completed the logical installation
of the printer from the operating system menu, and
have defined the printer number.

3. Press EXECUTE.

4.  Use the default setting or enter the appropriate
paper size for each bin.

5. Press EXECUTE.

Once you have entered the paper sizes for the bins, these
settings remain in effect until you change them. To
change the settings at any time, follow the procedures
outlined above.

DESTINATION DOCUMENT

When using selections from the Filing menu, destination
document name is the name you assign when you archive,
copy, or rename a document. The destination document
name can be the same as the source document name. See
“Archiving” and “Filing.”

When copying or moving text between documents, the
destination document is the document you are editing into
which you want to copy or move the text. The source

document is the document from which you copy or move the
highlighted text. See “Copy” and “Move.”

DETACH GLOSSARY
An attached glossary is automatically detached when you:
® Attach a new glossary
® Tecave Fortune:Word

® Leave a document if the glossary was attached
during editing
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Detaching a
Glossary
from the
Glossary
Functions
Menu

Detaching a
Glossary
Using the
Shortcut
Code

You can detach a glossary without exiting from
Fortune:Word by selecting Detach Glossary from the
Glossary Functions menu, or by using the shortcut code
dgl from any menu. ‘

A glossary cannot be deleted, renamed, or moved to an
archive diskette while it is attached. In addition, if

you use the windowing feature with four windows open and
a glossary attached, you may not be able to move large
blocks of text between windows. At such times, the
message Can’t open temp. file is displayed. To clear

the problem, close one of the open windows or use the
Detach Glossary function.

1. From the Glossary Functions menu, select Detach
Glossary.

2. Any attached glossary is detached. If no glossary
is attached, press EXECUTE to continue.

1.  From any menu, press COMMAND.

2. Type dgl. Any attached glossary is detached. If no
glossary is attached, press EXECUTE to continue.

DOCUMENT ASSEMBLY

3/87

Document Assembly is a selection on the Document
Processing Tools menu that you can use to combine many
Fortune:Word documents into one. You can use this
feature as a way to assemble paragraphs, and you can add
special notes or explanatory text to these paragraphs if
you want.

2-65 Fortune:Word Reference Guide



Functions, Features, and Keys

To use Document Assembly, you first must create a format
document that contains at least one “include statement.”

An “include statement” is a command used to place the
entire contents of a Fortune:Word document at the

location you indicate in the format document. The text
from the included document is copied into the output
document. The source include document is not changed.
You can include the same document more than one time in a
format document if you want to repeat the information.

The syntax for the include statement is:
<include = document>

The include statement must begin with a MERGE and end
with a SHIFT/MERGE. If the document to be included is
in a different library, you can use a full pathname
following the equal sign. This statement causes the text
from document to be merged with the format document at
the place indicated. Text from header, footer, work, and
footnote pages are not included. Format lines and page
breaks are not copied. If the document to be included
requires a different format line, that format line must

be placed in the format document. Refer to “Format” for
detailed information on how to create and use format
lines.

The format document can contain text as well as include
statements. In this way, you can combine new text with
standard paragraphs in an output document.

Using One example of a use for document assembly is to combine
Include standard legal paragraphs in a law office. For example,
Statements a series of documents can each contain a paragraph of

for Document  standard legal text. The documents might be named by
Assembly standard paragraph numbers, such as para.la, para.lb,

para.2a, and para.3a.
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When a legal document is prepared, the variable
information can be typed directly into the format
document. When a standard paragraph is called for, you
type an include statement using the syntax shown above,
for example, <include = para.lb>. You can
immediately type another include statement to include
another paragraph, such as <include = para.3a>, or
continue to type new text, including another standard
paragraph later in the document. The documents can be
called up in any order, and you can use the name of a
document more than once if you want to repeat the
information.

In this way you create a format document that you use
with Document Assembly to automatically combine
frequently used paragraphs with new text. When you use
the document assembly feature in this way, with all of
the include statements in one format document, there is
no limit to the number of documents you can include, as
long as your system has enough memory.

REMEMBER: The entire body of text from a
document named in an include statement
appears in the output document. You cannot
use the include statement to assemble

different parts of the same document.

You can create two kinds of format documents using
include statements:

® Documents that contain include statements only

® Documents that contain both text and include
statements

REMEMBER: When you use include statements,
format lines and page breaks are not
transferred.

In addition to putting include statements in a format
document, you can put include statements in Fortune:Word
documents that are themselves named in include
statements. All the documents are combined

automatically, merged with the format document, and
placed in the output document. This technique is called
“nesting.”
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You can use up to 16 levels of nested include statements.
The format document itself must contain at least one
include statement to indicate to Document Assembly how
the other documents are to be assembled. There is no
limit to the number of Fortune:Word documents you can

merge with include statements that are on the same level
(that is, not nested).

Each of the documents that you name in a succession of
include statements on the same level might have several
include statements within it; these levels are counted
separately in determining the maximum levels of nesting.
Figure 2-5 shows one possible way you can use nested
include statements. If you exceed the maximum number
of levels of nesting, you get an error message. Each
level of nesting must have at least one include statement
that leads to the next level.

Format
Document

include
doc.1

doc.1 First level of nesting

doc.a doc.b Second level of nesting
include include include
doc.7 doc.8 doc.9
doc.7 doc.8 doc.9 Third level of nesting

A1078
Figure 2-5. Up to 16 levels of nested include statements
are allowed in Document Assembly
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REMEMBER: When you use an include statement
to merge a document, the total text of the
document is copied into the resulting output
document. The format of such a document is
governed by the format line in the format
document.

Create a format document, using the Create New
Document selection from the Main menu.

Type text up to the place where you want to put the
included document.

Check to be sure that the current format line in the

format document is correct for the information you

want to copy from the other document. The format
line from the included document is not copied when
the documents are merged.

Press MERGE.

Type include = document, where document is the
name of the document you want to include. You can
type the name of a document from the same library,
or you can use a pathname.

Press SHIFT/MERGE. Below is an example of an
include statement:

<include = 1985stats>

Continue to type the text in the format document
until it is complete. If you want to add text from
other documents, type the include statements at the
appropriate places in the format document.

WARNING: Never include documents with
footnote references. Footnote pages are not
copied into the output document.
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If you include documents with footnotes, you
may have problems processing the output
document with Hyphenation and Pagination or
Footnote Processing.

Using the When you are ready to use Document Assembly, check to be
Document sure that your format document and the documents named in
Assembly the include statements arc on the system disk, and that
Selection they are in the library you indicate in the format

document. Remember that you can use complete pathnames
in include statements, so the documents may not all

reside in the same library. If all the documents named

in the include statements are not available, Document
Assembly cannot complete.

1. Select Document Processing Tools from the
Fortune:Word Main menu.

2. Select Document Assembly from the Document
Processing Tools menu.

3.  Type the name of the format document and press
RETURN or EXECUTE.

4.  Select one of the processing options and press
EXECUTE. If you select Print only you do not need
to type an output document name.

5. Type the name of an output document and press
RETURN or EXECUTE.

NOTE: When a document to be included is in
use, Document Assembly waits until the
document is available and then continues
processing. No error message is displayed.

You can press CANCEL to stop processing at
any time.

DOCUMENT FORMAT

Figure 2-6 shows the format elements on a document page,
and whether the elements are set while editing or from a
Fortune:Word menu screen.
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A

1. Top margin

2. Line length

5. Left margin

6. Text length
7. Right margin
8. Paper length

3. Bottom margin

4, Paper width

'

Set the number of lines in the top margin on the header page
while editing. From the Print Document menu, select First
header page.

Set the line length In the format line while editing.

Set the bottom margin on the footer page while editing.
From the Print Document menu, select First footer page.

Set the paper width from the Supervisory Functions menu using
the Describe bin feeder selection.

Set the left margin from the Print Document menu.
Set the text length while editing the document.
Set the right margin in the format line while editing.

Set the paper length from the Print Document menu.
A2455

Figure 2-6. The Elements of Page Layout
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DOCUMENT INDEX

See “Index.”

DOCUMENT INDEX SCREEN

Any time you access a Document Index, a Document Index
screen is displayed. There are two kinds of Document
Index screens:

® The short form contains an alphabetical listing of
the names of the documents in the library.

¢ The long form contains additional information from
the document summary.

You can perform the following functions from a Document
Index screen:

® Copy to archive a single document, multiple
documents, or all documents in a library. See
“Archiving.”

® Move to archive a single document, multiple
documents, or all documents in a library. See
“Archiving.”

® Retrieve from archive a single document, multiple
documents, or all documents on an archive diskette.
See “Archiving.”

® Move from archive a single document, multiple
documents, or all documents on an archive diskette.
See “Archiving.”

® Print a single document, multiple documents, or all
documents in a library. See “Printing.”

® Copy a document. Sece “Copying a Document.”
® Rename a document. See “Renaming a Document.”
® Delete a document. See “Deleting a Document.”

® Store a document name. See “Storing a Document
Name.”

Fortune:Word Reference Guide 2-72 3/87



Functions, Features, and Keys

Document
Name

® Attach a glossary. See “Glossary.”
® Edit a document. See “Index.”
® Print an index. See “Index.”

® View document information. See “Index.”

The “document name” is the name you assign to a document
when you use Create New Document. Each time you access

a document, you must ask for it by using the name you
originally gave it. You cannot use the same name for two
different documents in the same library.

See “Create New Document” for restrictions on document
names.

DOCUMENT SUMMARY

Printing a
Document
Summary

3/87

Each document has a Document Summary screen that includes
the document’s name and title, the names of the author

and operator, a comments line, and the name of the

prototype document. The lower half of the screen

displays cumulative statistics about the creation,

revision, printing, archiving, and retrieving of the

document; about the length of the document; the number of
footnotes; and the total work time and keystrokes.

When you select Create New Document or Edit Old
Document from the Fortune:Word Main menu, the Document
Summary is the first screen that is displayed. If you

use shortcut codes to edit a document, or if you press GO
TO PAGE to edit a document from a Document Index, the
Document Summary screen is bypassed.

The Document Summary prints before the document. If you
print a banner, the banner prints first, then the

document summary, then the document. Page numbering in
the document is not affected by the printing of a banner

or a document summary.

1. From the Main menu, select Print Document.
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2. Type the document name and press RETURN or
EXECUTE.

3. To print the summary, you must also print at least
one page of the document. Type 1 in the Print thru
page field, or choose which pages to print.

4, Move the marker in the Summary column to Yes.

5. Press EXECUTE.

DOCUMENT TITLE

The Document Summary screen contains a 25-character field
that you can use to enter a document title that is longer
than the document name. You can leave the title field
blank if you prefer. Any time you are on the Document
Summary screen, you can change the title information by
typing over it.

The information you enter in the Document title field

is displayed when you select a long-format Document
Index, or press NOTE from a short-format Document Index.

DOUBLE UNDERLINE

You can emphasize text with double underlining. Press
MODE and type =. See “Mode.”

DOWN ARROW

See “Cursor.”

EDITING A DOCUMENT

Editing a document is the process of revising document
text. Edit Old Document is the first selection on the
Fortune:Word Main menu.
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Editing a
Document
from the
Main Menu

Editing a
Document
Using the
Shortcut
Code

Editing a
Document
from the
Index
(System Disk
Only)
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There are six ways to access a document for editing:

From the Main menu

By using the shortcut code edd
From an Index

From a Fortune:Word window
From the Global menu

From a shell

1. From the Main menu, select Edit Old Document.

2. Press EXECUTE.

3. Type the document name,

4. Press RETURN or EXECUTE.

5. Make any changes you want to the Document Summary
screen.

6.  Press EXECUTE.

7. The cursor is at page 1, line 1, position 1 of the
document.

1.  From any menu, press COMMAND.

2.  Type edd.

3. Type the document name.

4 Press RETURN or EXECUTE.

5.  The Document Summary screen is bypassed, and the
cursor is at page 1, line 1, position 1 of the
document.

1.  From the Main menu, select Index.

2. Press EXECUTE.

3. Press EXECUTE to display a short format index of the

current library.
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Editing a
Document
from a
Fortune:Word
Window

Editing a
Document
from the
Global Menu

4.  When the Document Index appears, move the marker to
the name of the document you want to edit.

5. Press GO TO PAGE.

6.  The Document Summary is bypassed, and the cursor is
at page 1, line 1, position 1 of the document.

1.  From an editing screen, press COMMAND and type w
or W,

2. Set the size of the window and press EXECUTE.

3. Type the document name and press RETURN or
EXECUTE.

4.  The Document Summary is bypassed, and the cursor is
at page 1, line 1, position 1 of the document.

NOTE: If you access a Fortune:Word document
in this way, the FORMAT selection from the
End of Edit Options menu is not presented as
an option.

See “Windowing.”

1.  From the Global menu, type 'wp2.

2. Type a space and then the name of the Fortune:Word
document you want to edit. If the document is not
in the current library, you must use a complete
pathname.

3. If you want to attach a glossary to that document,
type a space and then the name of the glossary you
want to attach. If the glossary is not in the
current library, you must use a complete pathname.

4, Press RETURN or EXECUTE.
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Shell

Ending
Editing
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The Document Summary is bypassed, and the cursor is
at page 1, line 1, position 1 of the document. If

you typed a glossary name after the document name,
the glossary is attached and ready to use.

When you end the edit, press RETURN to go back to
the Global menu.

From an operating system shell, type wp2.

Type a space and then the name of the Fortune:Word
document you want to edit. If the document is not
in the current library, you must use a complete
pathname.

If you want to attach a glossary to that document,
type a space and then the name of the glossary you
want to attach. If the document is not in the

current library, you must use a complete pathname.

Press RETURN.

The Document Summary is bypassed, and the cursor is
at page 1, line 1, position 1 of the document. If

you typed a glossary name after the document name,
the glossary is attached and ready to use.

When you end the editing session, you will be
returned to the shell.

NOTE: If you access a Fortune:Word document
in this way, you cannot use the FORMAT
selection from the End of Edit Options menu

to print the document.

From the editing screen, press CANCEL.
Choose an option from the End of Edit Options menu.

Press EXECUTE to save the changes, or choose one of
the following options:

Press RETURN to go back to the editing screen. The

cursor returns to where you were when you left the
document.
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Press COPY to save a copy of the old version of the
document with a new name. Enter the name you want

to use for the old document, and press RETURN or
EXECUTE.

NOTE: If you have presssd COMMAND
RETURN to save changes while editing, or
if you have used the autosave feature,
pressing COPY saves a copy of the
document as it existed the last time the
changes were saved, not to its original
condition.

Press DELETE to erase all the editing changes you
have made to the document. To ensure that you do
not unintentionally discard editing changes to a
document, a beep sounds and an additional prompt is
displayed. You can press EXECUTE to erase the
changes or press CANCEL and then make another
selection from the End of Edit Options menu.

NOTE: If you have presssd COMMAND
RETURN to save changes while editing, or
if you have used the autosave feature,
pressing DELETE restores the document to
its condition the last time the changes
were saved, not to its original

condition.

Press FORMAT to save the editing changes and display
the Print Document menu. When the Print Document
selections are correct, press EXECUTE and the
document is sent to the printer. If you decide you

do not want to print the document and press
CANCEL from the Print Document menu, the editing
changes are still saved.

NOTE: If you have entered the document
from a Document Index screen and press
SHIFT /FORMAT to print the document, the
Print Document menu is bypassed. The
document is sent to the printer using

the default print settings or the

settings from the last time the document

was printed.
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EDITING AN OLD GLOSSARY

Editing a
Glossary
from a Menu

Editing a
Glossary
Using the
Shortcut
Codes
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Once you have created and verified a glossary, there are
a number of ways you can edit it:

® From the Main menu, using Edit Old Document

® From the Glossary Functions menu, using Edit Old

Glossary
From any menu, using the shortcut codes egl or edd

From a Document Index screen, using GO TO PAGE.

From the Main menu, select Edit Old Document, or
from the Glossary Functions menu, select Edit Old
Glossary.

Type the glossary name and press RETURN or
EXECUTE.

Change information on the Glossary summary screen if
you want.

Press EXECUTE.

The cursor is at page 1, line 1, position 1 of the
glossary.

From any menu, press COMMAND.
Type cgl or edd.

Type the glossary name and press RETURN or
EXECUTE.

The Glossary Summary screen is bypassed, and the

cursor is at page 1, line 1, position 1 of the
glossary.
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Editing a
Glossary
from an
Index

Ending
Editing of a
Glossary
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From the Main menu, select Index.

Press EXECUTE to display the short format index of
the current library.

When the Document Index appears, move the marker
to the name of the glossary you want to edit.

Press GO TO PAGE.

The Glossary Summary screen is bypassed, and the
cursor is at page 1, line 1, position 1 of the

glossary.

From the editing screen, press CANCEL.

Choose one of the following options from the End of
Edit Options menu.

Press EXECUTE to save the changes. The glossary is
verified, and if the verification is successful, it

is attached to your terminal ready for use. See
“Verify Glossary.”

Press RETURN to go back to the editing screen. The
cursor returns to where you were when you left the
glossary.

Press COPY to save a copy of the old glossary with a
new name. Enter the name you want to use for the
old glossary, and press RETURN or EXECUTE. The
new glossary is verified, and if the verification is
successful, it is attached to your workstation ready
for use. The copy of the old glossary is not

verified. See “Verify Glossary.”

NOTE: If you have presssd COMMAND
RETURN to save changes while editing, or
if you have used the autosave feature,
pressing COPY saves a copy of the
glossary as it existed the last time the
changes were saved, not to its original
condition.
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Press DELETE to erase all the editing changes you
have made to the glossary. To ensure that you do

not unintentionally discard editing changes to a
document, an additional prompt is displayed. You

can press EXECUTE to erase the changes or press
CANCEL and then make another selection from the
End of Edit Options menu. When you press DELETE
and then EXECUTE, the glossary is not verified.
However, the glossary is attached.

NOTE: If you have presssd COMMAND
RETURN to save changes while editing, or
if you have used the autosave feature,
pressing DELETE restores the glossary to
its condition the last time the changes
were saved, not to its original

condition.

Press FORMAT to save the editing changes and display
the Print Document menu. When you have made your
selections, press EXECUTE and the document is sent
to the printer. If you decide you do not want to

print the document and press CANCEL from the Print
Document menu, the editing changes are still saved.

THE EDITING SCREEN

Screen
Message
Areas

3/87

When you use Fortune:Word to create or edit documents,
you use the editing screen.

The upper right corner of the screen and the left,

center, and right of the bottom line are reserved as

message areas. The screens sometimes ask for information
or tell you what functions are being performed. Prompts
such as Which command? require you to perform specific
keystrokes. Other messages, like (Searching), give you
information and need no response from you. Informational
error messages alert you to possible problems. If an

error message does not give you enough information, refer
to Chapter 3, “Error Messages.”
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End Of Each document has an end of document line, displayed as a
Document double row of dashes across the screen. The end of
Line document line divides the “open” and “unopen” parts of

the screen. “Open” screen areas contain characters,

spaces, screen symbols, or page and column breaks.
“Unopen” screen areas do not contain any characters. The
line moves downward opening the screen as you type. The
concept of “open” and “unopen” screen affects the way the
cursor moves on the screen. You can never move the
cursor below the end of document line or into any other
unopen part of the screen. Cursor movement is discussed
in the section on “Cursor Movement™ later in this

chapter.

The end of document line and the message (Document End)
always display at the end of a document. If you are not

at the end of the document, no message is displayed at

the bottom left of the screen, and you will not see an

end of document line,

ENTRY

A glossary may contain one or several entries. These
entries can contain text or keystrokes stored in the
glossary for later use.

An entry can have the following elements:

Entry label
Braces
Keywords
Strings
Comments

Each glossary entry starts with the word “entry.” The
single character after this word is the label. Each

entry label in a glossary must be unique. To use a
glossary entry while editing a document, recall the entry
from an attached glossary by pressing the GL key and
typing the single-character entry label.

The maximum number of entries in a glossary is 96. A
maximum of 94 single-key glossary entries can be stored.
Two additional characters—space and backslash—are
available for glossary entries if they are preceded by a
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backslash (\). It is a good idea to avoid using the
double quotation mark () as a glossary-entry code since
quotation marks are extensively used as part of the
glossary syntax.

See “Glossary.”

ERROR MESSAGES

ESC

Error and warning messages are displayed on the screen
when appropriate. In most cases, the message is
self-explanatory. Refer to Chapter 3, “Error Messages,”
for a list of error messages and what they mean.

When you are creating and verifying glossaries, any

verification error messages are displayed on the work
page of the glossary. See “Glossary.”

The Escape key has no use in Fortune:Word.

EXCEPTION DICTIONARY

Creating an
Exception
Dictionary

3/87

Spelling Tools and Hyphenation both can use exception
dictionaries that you create. An exception dictionary is

a regular Fortune:Word document containing words that are
not in the Spelling Tools 80,000 word Proximity/Merriam-
Webster Linguibase lexicon. You can have one exception
dictionary, or you can have several with different

specialized words in them.

You can create an exception dictionary in four ways:

® Sclect Create New Document from the Fortune:Word
Main menu. Type the words directly into the
exception dictionary, in any order, with one space
between each word or with each word on a separate
line followed by a RETURN. When you use the
exception dictionary with Spelling Tools or
Hyphenation, it is compiled.

2-83 Fortune:Word Reference Guide



Functions, Features, and Keys

® Usec Spelling Checker in interactive mode. Press GO
TO PAGE, then enter the name of a new document that
you want to use as an exception dictionary. Follow
the instructions on the screen.

® Use Spell Editor. Press GO TO PAGE and enter the
name of a new document that you want to use as an
exception dictionary. Follow the instructions on
the screen.

® Seclect Yes for Exception Dictionary from the
Spelling Checker menu, then enter the name of a new
document.

Adding Words To add new words to an existing exception dictionary:
to an

Exception ® Type the words directly into the exception
Dictionary dictionary using Edit Old Document.

- Words must be separated by a space or be on
separate lines.

- Words can be listed in any order—they do not have
to be in alphabetical order.

- Certain special characters and numbers may be used
as part of a word:

one+ two
XP-45

- The following characters are not recognized as
part of a word in an exception dictionary. If you
use any of these characters in a word in an
exception dictionary, the word is still marked as
an error by Spelling Tools: | /[] < > ()
and matched parentheses.

® When using Spelling Checker, press COPY to add a
marked word. If you want to save specific
capitalization, press SHIFT /COPY. Words that you
add to the exception dictionary during Spelling
Checker become effective on the next screen, and are
not marked as errors.
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Changing
Exception
Dictionaries

Adding
Syllable
Points to an
Exception
Dictionary
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® When using Spell Editor, press COPY to add a marked
word. If you want to save specific capitalization,
press SHIFT /COPY. The words are added to the
exception dictionary. However, since the spelling
markers are already contained in the document, the
words you add to an exception dictionary during
Spell Editor are still marked as errors in the
document.

The maximum length of a word in an exception dictionary
is 30 characters. When a word contains special

characters, non-standard punctuation, or non-standard
capitalization, the maximum length is 14 characters.
Comment lines may be added to the exception dictionary.
To add a comment line, put an asterisk (*) before the

text and end the comment with a. RETURN.

You cannot change exception dictionaries during
Hyphenation.

When you are using Spell Editor or Spelling Checker in
interactive mode, you can change exception dictionaries
by pressing GO TO PAGE. You can make the following
choices:

® Enter the name of a compiled exception dictionary
and press RETURN or EXECUTE. The newly entered
exception dictionary is recognized as a valid
dictionary when the next screen of text is checked
for spelling errors.

® Enter the name of an existing document that is not
a compiled exception dictionary. Follow the
instructions on the screen.

® Enter a new document name and press RETURN.
Follow the instructions on the screen.

To use an exception dictionary with Hyphenation, add
syllable points to the words. If you enter syllable
points in an exception dictionary, they do not interfere
with the operation of Spelling Tools. If you do not
enter syllable points, using an exception dictionary has
no effect on Hyphenation.
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EXECUTE

FEED

To preset hyphenation points, enter a pipe sign (|) for
preferred syllable points and a tilde sign () for
ordinary syllable points. An exception dictionary list
could look like this:

count | able
com“put |able
speclifi"ca™tion
Sac|ra“men~to

When you use an exception dictionary that contains
syllable point markers with Hyphenation and a word is
presented for hyphenation, the suggested syllable points
are presented at the bottom of the screen as shown in the
following example:

Syllable points: Sac-ra’men’to

Use the Execute key to acknowledge and continue a process
such as inserting text, archiving a document, or saving
editing changes made to a document.

Feed is a setting on the Print Document menu that
identifies the way that paper is fed into the printer.
The choices are tractor, single sheet, single bin, and
dual bin.

1. From the Main menu, select Print Document.

2. Type the document name and press RETURN or
EXECUTE.

3. Move the marker to the Feed column, and sclect the
type of feeder on your printer.

4. Press EXECUTE.
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FILING

Many of the ways you manage documents in Fortune:Word
are similar to filing paper documents. These processes

are grouped together on the Filing menu. See

“Archiving,” “Copying a Document on the System Disk,”
“Deleting a Document,” “Moving a Document,” and
“Renaming a Document.”

FLASHING MODE

FOOTER

3/87

To emphasize text on the screen, you can cause it to
flash, or blink. Press MODE and type f or F. Flashing
does not affect how the text prints. See “Mode.”

A footer can include a page number and any other text
printed in the bottom margin. Any lines you add to a
header or footer page are not counted as part of the text
length setting. They do, however, increase the total

line count of the final printed page.

Each Fortune:Word document has a separate footer page.
You can enter information on the footer page. The footer
then prints on all pages of the document you select for
printing from the Print Document screen.

If you want the system to automatically print page

numbers on the bottom of each page, enter a number symbol
(#) on the footer page. A footer page cannot contain a

page break. See “Alternating Headers or Footers.”

1.  While editing a document, press GO TO PAGE.

2. Type forF

3. Type in the footer text. If you want the system to
automatically print page numbers on the bottom of
cach page, type #. The page numbers print in the

exact position where you type the number symbol.

4, Press GO TO PAGE to return to a numbered
document page.
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| FOOTNOTE PROCESSING

To use the Footnote Processing selection, you must have

a Fortune:Word document that contains at least one
footnote reference. See “Footnoting™ for information on
how to enter footnotes in a document.

When you are ready to properly number, format, and
position the footnotes in a final document, select
Footnote Processing from the Document Processing Tools
menu.

The Footnote Processing menu gives you many formatting
and numbering options. Once you process a document
containing footnotes, the selections you make from the
Footnote Processing menu are saved and are displayed as
the default selections the next time you process that
document.

Footnote Processing generates an output document and
formats and positions the footnotes according to the
selections you make from the Footnote Processing menu.
The output document has the following restrictions:

® You cannot enter footnote references in it
® You cannot process it with Footnote Processing

® You cannot process it with Hyphenation and
Pagination

When possible, you should make changes in the source
document and process it again with Footnote Processing
rather than editing the output document. See Appendix A
for more information on Footnote Processing output
documents.

The top part of the Footnote Processing menu affects
formatting for all footnote references—the footnote
identifier you add to the text in your document. The
bottom part affects formatting for the footnote text—the
footnote information, such as a book title or explanatory
note.

The following paragraphs discuss the options you can
select from each section of the Footnote Processing menu.
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Placement

Footnotes

Endnotes

Processing

3/87

You can choose to position the footnotes in one of two
ways in the output document:

® As footnotes at the bottom of the page on which the
footnote reference appears

® As endnotes at the end of the document, beginning
at the top of a new page following the last page of
text

When you select Footnotes, Footnote Processing checks
to be sure no widow or orphan lines are created in the
text at the bottom of the page, and in the footnote text.
If there are too many footnotes to fit on the bottom of
that page, the footnote text is continued to the
following page (or pages, if necessary). The footnote
text reference that carries over from a previous page is
followed by the word Continued and the rest of the
footnote text.

When you select Endnotes, the Separator line and
Minimum number of text lines per page fields are
automatically skipped. Footnotes are positioned at the
end of the document, starting at the top of a new page.

You can choose to process a document containing footnotes
in two ways:

® Automatic
® Background

Since the text in the source document is substantially
rearranged when the footnotes are positioned, you cannot
interactively paginate a document with Footnote
Processing. Any Returns (up to ten) falling at the top
of a page are dropped except on the first page of a
document and on a page following a required page break.
This ensures that the text always begins printing at the
same place on each page.

If you use blank Returns to hold spaces for artwork that

does not follow a required page break, put a space in
front of each Return.
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Automatic

Background

Sequence

Prefix

To interactively paginate only the text of a document
containing footnotes, use the Hyphenation and Pagination
feature.

When you select automatic processing, you can see which
document is being processed and which pages are being
processed. The text of the document is not displayed.

At the end of the processing, press EXECUTE to save the
changes or DELETE to erase the changes.

When you select background processing, your terminal is
free for other work. However, there is no visible
indication of when the process is complete. If you can
edit the output document you created, the process has
completed.

When you are ready to create an output document, you
select the style of the footnote reference using the
Sequence section of the Footnote Processing menu.

If you make an entry in the Prefix field, the prefix

you select is automatically inserted in the output
document each place a footnote reference occurs. Suppose
you have numbered chapters, each in a separate document.
If you enter the chapter number (say III- if you use a
Roman numbering sequence) in the prefix field, each
footnote would begin with those four characters. For
example, if you choose to follow the prefix with a
numbering sequence, starting with 1, the references would
be III-1, III-2, III-3, and so on.

You can use a prefix with any of the four sequence
options. When you do not want a prefix in front of the
sequence you choose, press RETURN to leave the field
blank and move the cursor to the next option.

If you have typed a prefix in the Prefix field and you
want to remove it, press DELETE.
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1,2,3,...
Starting With
1

a,b,c,...
Starting With
a_

ABC,...
Starting With
A

%k kk kkk %k
L) LI A

—Each Pagc'

Underlined

In Neither
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When you select this option, footnotes are numbered
sequentially, beginning at the number you specify.

Suppose you want to number footnotes sequentially, and
you have split the footnotes between two documents. You
may have 34 footnotes in the first document and 12
footnotes in the second. When you process the second
document, you could begin the footnote sequence at 35.
If you use this numbering sequence, you cannot have more
than a total of 999 footnotes in all the documents.

When you select this option, footnotes are lettered
sequentially, beginning at the letter you specify. When
the end of the alphabetic sequence is reached, z is
followed by aa, bb, cc, .... 2z is followed by

aaa, bbb, ccc, .... zzz is followed by a, &,

€y e

When you select this option, footnotes are lettered
sequentially, beginning at the letter you specify. When
the end of the alphabetic sequence is reached, Z is
followed by AA, BB, CC, .... ZZ is followed by
AAA, BBB, CCC, .... ZZZ is followed by A, B,

C, ..

When you select this option, footnotes have one, two, or
three asterisks (*). If you have more than three
footnotes per page, the asterisks repeat in a one, two,
three pattern. This option should be used when there are
three or fewer footnotes per page, and you select
footnote placement at the end of the page.

You can select one of four options for underlining the
footnote references in the output document.

When you select this option, no footnote references in
the output document are underlined.
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In Footnote

In Document

In Both

Superscripted

Yes

No

Preceded By

Nothing
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When you sclect this option, only the characters
preceding the text of the footnote or endnote are
underlined.

When you select this option, only the superscripted
footnote references in the body of the output document
are underlined.

When you select this option, all footnote references in
the output document are underlined.

Footnote references in the text are always superscripted.
The options you select from the lower part of the
Footnote Processing menu affect formatting for the text
of the footnote, and the reference that precedes it.

When you select Yes, footnote text references are
superscripted, in addition to any other formatting
options you select.

When you select No, footnote text references are not
superscripted.

You can choose three different formatting options for the
position of the footnote text reference.

NOTE: If you sclect Indent or Tab to
precede the footnote text reference, be sure
the format line you use for footnote pages
has a Tab stop in the correct place.

When you select Nothing, the footnote text reference is
positioned at the left margin.

e
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Tab

Indent

Followed By

Character _

Nothing

3/87

When you select Tab, the footnote text reference is
preceded by one Tab symbol. The second line of footnote
text returns to the left margin.

When you select Indent, the footnote text reference is
preceded by one Indent symbol.

You can make two sclections from this section of the
Footnote Processing menu:

® Character
® Spacing parameter

NOTE: If you seclect Indent or Tab as a
spacing parameter, be sure the format line
you use for footnote pages has a Tab stop in
the correct place. Remember to allow enough
room for the maximum number of characters
that can appear in a footnote reference.

For example, the footnote reference can have
three characters, a prefix of up to nine
characters, and one character following it.

If you want the footnote text reference to be followed by
a character such as a period (.), slash (/), or ending
parenthesis ()), enter this character in the Character

field. You can enter any printable character in the
Character field, including a character from an

alternate character set. If you do not want a character

to follow the footnote text reference, press RETURN to
move the cursor to the spacing parameters selections.

If you have entered a character and want to remove it,
press DELETE.

When you select Nothing, no spacing parameter follows
the footnote text reference. If you have entered a
character in the Character ficld, the footnote text

starts immediately after the character.
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Space, Two When you select Space, the footnote text reference and
Spaces any character you enter in the Character field are
followed by one space.

When you select Two Spaces, the footnote text reference
is followed by two spaces.

Indent When you select Indent, the first paragraph of text on
each footnote page is preceded by an indent. If footnote
text is continued from one page to another, the Indent
symbol is automatically included on the continued page.

NOTE: If you have more than one paragraph
of footnote text, only the first paragraph

is automatically formatted with an indent.

If you want subsequent paragraphs of a
footnote to be indented, enter an Indent
symbol on the footnote page when you enter
the text.

Tab When you select Tab, the first paragraph of footnote
text is preceded by a Tab symbol.

NOTE: If you have more than one paragraph
of text on a footnote page, only the first
paragraph is automatically formatted with a
Tab symbol. If you want subsequent
paragraphs of a footnote to be indented,

enter a Tab symbol on the footnote page when
you enter the text.

Return, Two When you select Return, the footnote reference is

Returns followed by one return. The first line of footnote text
begins at the left margin, one line below the footnote
reference.

When you select Two Returns, the footnote reference is
followed by two Return symbols. The first line of
footnote text begins at the left margin, two lines below
the footnote reference.
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Spacing
Between
Footnotes

3/87

NOTE: When you select Footnotes
placement, fewer lines of footnote text will
fit at the bottom of the page if you select
Return or Two Returns. If you choose

this format, you may want to adjust the
Minimum number of text lines per page
setting to allow more room for footnotes on
each page.

You can select a different spacing between footnotes than
the spacing you use on the footnote page. Suppose, for
example, that you want to single-space the footnote text,
but you want to leave a space and one-half between
footnotes. To do this, you would use a single-space
format line on the footnote pages and select option W
from the Spacing between footnotes section of the
Footnote Processing menu.

The spacing selections on the Footnote Processing menu
are the same as the spacing selections you can make in
format lines.

NOTE: These selections represent the
spacing between footnotes that are formatted
with single spacing. If you have a

different spacing on a footnote page, the
spacing options are adjusted according to
that spacing. For example, if you have a
double-space format line for footnotes (and
do not have extra returns following footnote
text on the footnote page), selecting
single-space between footnotes puts two
Returns between each footnote.

Table 2-1 shows the spacing options.

Table 2-1. Spacing Options

Zero

Quarter

Half

Single

One and one-half
Double

Triple
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Separator
Line

Character

Length

Lines Before,
Lines After

When you select Footnotes placement, you make
selections from the Separator line section to design

the character and length of the line that separates the
footnote text from the text on the page. You can also
choose the number of blank lines that come before and
after the separator line.

You can enter any printable character in the Character
field, including a character from an alternate character
set. This character is repeated across the page as many
times as you specify in the Length field. The default
character is a hyphen (-). If you do not want a
character, type a space in the Character field.

Use the Length field to define the number of times the
character you enter in the Character field is repeated

on the line. The default length is 15. Suppose you want
a separator line that is an underline 20 characters long.
You would type an underbar (SHIFT /dash) in the
Character field, and type 20 in the Length field.

NOTE: If you enter a number in the Length
field that is longer than the length of the
format line on the footnote page, the
separator line wraps to the next line.

Use the Lines before field to enter the number of blank
lines you want between the last line of text on the page
and the separator line.

Use the Lines after field to enter the number of blank
lines you want between the separator line and the first
footnote on the page.

NOTE: The blank lines you use before and
after the scparator line reduce the number

of lines of footnote text that can fit at

the bottom of the page. If you have a
document with many footnotes, you may want
to minimize the number of blank lines around
the separator line to optimize the lines of
footnote text you can fit on each page.
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Minimum
Number of
Text Lines
Per Page
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If you select Endnotes placement, this field is
skipped.

When you select Footnotes placement, the default for

the Minimum number of text lines per page varies
according to the text length setting in the source
document. The default is always 1/3 of the text length
setting. For example, if the text length setting is 54,
the Minimum number of text lines per page is 18.

With the Minimum number of text lines per page set to
18, the position of the separator line varies from page

to page depending on the number of footnotes and the
footnote text length. However, no full page in the
document will ever have fewer than 18 lines of text. If
a page has no footnotes, or if a widow or orphan line
would be created if the footnote were placed at the
bottom of a page, there can be up to 54 lines of text per

page.

You can find out how many lines per page are allocated
for footnotes by subtracting the Minimum number of text
lines per page from the text length setting. For

example, with a text length setting of 54 and a Minimum
number of text lines per page setting of 18, 36 lines

per page are allocated for the footnote formatting and
footnote text. These lines include:

® The lines before the separator line

® The separator line

® The lines after the separator line

® The footnote reference, which may include
additional lines if you select Return or Two
Returns

® The footnote text

® The spacing between footnotes, if you have more
than one footnote on a page
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CAUTION: When the warning message Out of
range is displayed on the screen, you have
specified more lines for the footnote format
than will fit in the maximum number of lines
available for footnotes. If this happens,

change the line spacing specifications in

the Separator line section, or reduce the
Minimum number of text lines per page.

When the text length setting is 54, you can change the
Minimum number of text lines per page to any setting
between 0 and 43. If you set the minimum text length to
44 or greater, the warning message Out of range is
displayed. If you change the text length setting, the

range you can enter for the Minimum number of text lines
per page changes to correspond to the text length

setting you use.

You can process an entire document, or specify a range of
pages to process. When you specify a range of pages,
those pages are processed and the output document
contains the entire document, including both unprocessed
and processed footnote pages.

When you specify a range of pages for processing, the
footnotes in the source document are NOT renumbered. In
the output document ONLY the footnotes on the specified
pages are renumbered and processed beginning with the
reference you select from the Seguence section of the
Footnote Processing menu. If you select Endnotes
placement, the footnotes are placed on a page following

the last page you selected for processing.

If you print the entire output document, footnote
references and text on the selected range of pages print
as they would in a final document. Footnote references
on unprocessed pages are printed as three-digit numbers,
with zeros in front of the number if it is less than

three digits. For example, footnote reference 87 would
print as 087. Footnote text for footnote references on
unprocessed pages is not printed.
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If you decide you do not want to do Footnote Processing,
press CANCEL and EXECUTE. The Footnote Processing
menu selections are returned to the previous defaults.

You can set the default values for the Footnote

Processing menu in the 0000 prototype document. When
you do this, the Footnote Processing menu displays the
selections you set in the prototype document. To do

this, follow these steps:

1.  Edit document 0000. From the editing screen, press
COMMAND and type n. Footnote reference 1 is
inserted on the screen.

2. Press CANCEL to leave the document.
3. Press EXECUTE to save the changes.
4,  Press COMMAND, and type the shortcut code fnp.

5.  Press EXECUTE to select Footnote Processing for
document 0000.

6.  Make your selections from the Footnote Processing
menu.

7. Press EXECUTE. The second Footnote Processing
screen is displayed.

8.  Press CANCEL to leave this screen, then press
EXECUTE to continue. The Footnote Processing
selections you made are saved.

When you use footnotes in a document, you must be able
to number the footnotes, move footnote numbers from one
place to another, keep the footnote numbers in the proper
order if you move blocks of text, and position the
footnotes properly at the bottom of the page or at the

end of a document.
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Fortune:Word provides a footnote feature that deals with
cach of these issues. The numbered reference you enter
in the body of the text is called the “footnote
reference,” and the information you type for each
footnote is called the “footnote text.” There are two
stages to using footnotes in Fortune:Word documents:

1. Create or edit a document, inserting footnote
references on numbered document pages and footnote
text on individual footnote pages.

2. Use the Footnote Processing selection on the
Document Processing Tools menu to format the
footnote text, renumber the footnote references, and
position the footnotes properly in an output
document.

This section tells you how to enter footnotes in the
document. See “Footnote Processing” for information on

how to format and position the footnotes in the output
document,

® When a footnote reference is entered in a document,
a corresponding footnote page is created. The
footnote reference and the footnote page always have
the same number.

® You can move within the document to a specific
footnote reference or to its corresponding footnote
page.

® If you inadvertently delete a footnote reference,
the footnote page is not deleted. You can easily
reenter the footnote reference in the text.

® TFootnote references are assigned numbers in the
order in which they are created. You can enter a
footnote reference anywhere in the document
regardless of the numerical sequence of footnotes.

® When you copy or move a footnote reference within
the same document or between documents, you also
copy or move the corresponding footnote page, along
with any text entered on that page.
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® Tootnote references are not renumbered )
automatically on the editing screen when a new
footnote reference is entered. It is quite likely
that, at some point in the editing cycle, documents
with footnotes will contain footnote references that
are not sequential. The footnote reference and the
footnote page are linked, and adjustments to the
footnote numbering sequence are made only when you
use Footnote Processing on the document.

® When you use Footnote Processing, an output
document is generated with the formatting you
specify from the Footnote Processing menu. When
this processing is done, the footnotes in the source
document (the document in which you enter the
footnote references and the footnote text) are
automatically renumbered. The output document
contains the document in its final format.

Entering To enter a footnote reference while editing, follow the
Footnote steps below:

References

ina 1. Put the cursor where you want the reference number.
Document

2. Press COMMAND.

3. Type n or N. A numbered footnote reference,
displayed in reverse video, is inserted, and a
corresponding footnote page is created.

Each footnote reference and its corresponding page is
assigned the next available number. You can enter up to
999 footnotes in a document. If you exceed the maximum
number of possible footnotes for a document while

editing, you will see a warning message.

CAUTION: If you exceed the maximum number
of footnotes when combining documents with
SHIFT /COPY or SHIFT/MOVE, the text you
select is copied or moved, and any footnote
references and footnote pages that exceed

999 are dropped from the copied or moved

text.

You can choose to go to the footnote page and enter the

footnote text at any time or continue to work on the
editing screen.
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You can copy a footnote reference or a block of text
containing footnote references. The next available
footnote reference numbers are assigned to the copied
footnotes and the corresponding footnote pages.

You can copy text containing footnote references from one

document to another. Footnote references and the
corresponding footnote pages are copied.

You can move a footnote reference or a block of text
containing footnotes in the document you are editing.
The footnote reference remains the same after it is
moved. For example, if you move a block of text

containing footnote reference number 1 to a position that

follows another footnote reference, the reference number

and footnote page number are still number 1 until you use

Footnote Processing on the document.

You can move text containing footnote references from one

document to another. In that case, the next available
footnote reference numbers are assigned to the moved
text. The footnote pages are copied into the document,
but they are not removed from the original document.

You can delete a footnote reference or a block of text
containing footnotes in the document you are editing.
The footnote page is not deleted and the footnote
reference remains available. See the next paragraph for
information on how to reenter a footnote reference that
has been deleted.

If you have deleted a footnote reference, you can reenter

that number by following the steps below:

1.  Press COMMAND.

2. Type the footnote number.

3. Type n or N.

If you type the number of an existing footnote, or one

that has not yet been created, the system beeps to inform
you that the command cannot be performed.

=
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NOTE: The only time you cannot reenter a
footnote reference that has been deleted is

when you have added footnote references to a
page and then presssd COMMAND r to restore a
page. In that case, the footnote references

are removed from the page and cannot be

reused.
Going to a When you are creating a document with footnotes, you may
Footnote want to work in two different ways depending on the
Page condition of the author’s draft.

® You may know where the footnote references should
appear without having footnote text available.

® You may have both the footnote references and the
footnote text available when you create the
document.

To allow a smooth work flow, the Fortune:Word footnoting
feature allows you to enter footnote references as you

type. The corresponding footnote page is automatically
created, but is not immediately displayed on the screen.
When you enter a footnote reference, you can continue
typing text until all your footnote references are

entered.

However, if you want to enter footnote text on the
footnote page immediately after each footnote reference
is typed, you can easily go to the footnote page to type
the footnote text by following the steps below.

1.  Press GO TO PAGE.

2. Type the number of the footnote page.

3. Type n or N.

A footnote page is indicated with an N in front of the
page number in the top status line.
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Each document also has a PageN with no footnote number.
If you try to go to a footnote page when a document
contains no footnote pages, you will go to PageN. You
can use PageN like a second work page. Text that you
type on PageN is never printed unless you move it to

some other page of the document (other than Page W).

Entering When you are on the correct footnote page, type only the
Footnote text you want to appear in the footnote. Footnote pages
Text are like header, footer and work pages. You can perform

all editing functions on footnote pages except the
functions shown below:

® You cannot enter page breaks on a footnote page.
® You cannot enter footnote references on a footnote

page.

Put a Return at the end of the last line of text on each
footnote page for the Spacing between footnotes

selection on the Footnote Processing menu to work
correctly. If you do not end the footnote page with a
Return, you may end up with short pages after processing.

Fortune:Word automatically renumbers the footnotes in
both the source document and the output document when
you use the Footnote Processing selection. The footnote
formatting options you select from the Footnote
Processing menu affect the output document only.
Therefore, when you enter footnote text, do not type a
footnote reference number or do any formatting to allow
for tabs or indents at the beginning of the footnote

(with one exception, explained below), or for extra
returns following the footnote text. The selections for
footnoting format, style of numbering, and spacing
between footnotes are made from the Footnote Processing
menu,

There is one case when you need to do some text
formatting on a footnote page. Suppose you have a
footnote with more than one paragraph of text and you
choose an indented or tabbed footntoe format from the
Footnote Processing Menu. In that case only, type the
first paragraph without an indent or tab, and type an
indent or tab in front of each subsequent paragraph on
that footnote page. The footnotes will then be correctly
formatted in the output document.
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NOTE: Be sure you end each footnote page
with the same number of Returns. Everything
you type on a footnote page is considered
part of the footnote text. If you have a
different number of Returns after some
footnotes, the spacing between footnotes in
the output document will not be consistent.

When you have a complete (or partial) list of footnotes
to be typed into the document, you may find it useful to
write a glossary entry to help you move quickly from one
footnote page to the next as you type the footnote text.
Refer to the Fortune:Word Glossary User’s Guide if you
are not familiar with glossary use.

On footnote pages, you can insert a format line that is
different from the format lines on numbered document
pages. This format line might have different Tab stop
positions to allow for the footnote reference type that
you select from the Footnote Processing menu.

When Footnotes is selected for Placement, the primary
format line (format line number 1) is automatically
inserted after the last line of text on the page in the
output document, and before the separator line. A Return
is not inserted to end the line. This ensures that a ‘
document prints correctly when Justified is selected in

the Format section of the Print Document menu.

NOTE: When the format line on the footnote
page is the same as the format line on the
numbered document page, the format lines
inserted by footnote processing at the end

of the page of text are automatically

removed by Fortune:Word if you edit the
output document. To prevent this from
occurring, it is recommended that you use a
format line for the footnote pages that is
different from the document format lines.

When you copy or move text with footnote references
between documents, the corresponding text on the footnote
pages is also copied. However, the format lines for the
footnote pages are not copied. The number of the format
line is used, but the footnote text conforms to the
corresponding format line number in the destination
document.
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Suppose footnote pages in the source document use format
line 7, with the first tab at position 10 and a line

length of 65. The destination document format line 7 has
the first tab at position 5 and a line length of 72.

This is the format that is used on the copied footnote

pages.

If there is no corresponding format line number in the
destination document, the primary format line of the
destination document is used.

Line The line spacing for the primary format line (format line
Spacing in a number 1) in a document with footnotes should always be
Footnote set to single spacing. Footnote Processing uses the line
Document spacing setting from the primary format line to determine

the spacing for the separator line and the lines before
and after the separator line.

Footnote processing works best if text on footnote pages
is single-spaced. You can change line spacing on
footnote pages. However, if footnote text is greater
than single spacing and many long footnotes are put on
one page, such pages may overflow.

If you use less than single spacing on a footnote page
and have many short footnotes, those pages may not have
as many lines as other pages in the document. This could
occur if you put equations on footnote pages using a
half-space format line.

Using You can use multiple-column format lines in a document
Multiple- with footnotes. However, the following restrictions
Column apply:

Format Lines

® Each column must contain exactly the same number of
characters.

® The Tab stops and Right-flush Tab stops must be in
exactly the same relative position in each column.

® Columns are always wrapped and balanced.

® TFootnote text extends across the page. Footnotes
are not formatted column by column.
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See Appendix A for more information about multiple-column
formats and footnote documents.

When you are on a footnote page, you can return to the
corresponding footnote reference in the text by following
the steps below.

L. From any footnote page, press COMMAND.
2. Type n or N.

For example, if you are on footnote page N76, pressing
COMMAND and typing n will return the cursor to footnote
reference number 76 on a numbered document page.

You can also return to any specific footnote reference
from anywhere in the document by following the steps
below. If the footnote reference has been deleted from
the document, the system will beep to inform you that the
command cannot be performed.

1.  Press GO TO PAGE.

2, Press COMMAND.

3. Type the footnote number.
4. Type n or N.

NOTE: These functions search from the

beginning of the document for the footnote

reference. If you have a long document, it

may take some time to find a footnote

reference. If you are moving between

footnote references and footnote pages,

using COMMAND NOTE to mark your place on the
numbered document page, and GO TO PAGE NOTE
to return to that place may be substantially

faster.
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The Document Summary screen shows the total number of
footnote pages that have been created in a document.
Footnote pages are never deleted if any footnote page
contains text, even if the footnote reference has been
removed from the text. However, if a document contains
footnote pages with no text and all footnote references

have been deleted, the footnote pages are automatically
removed when you leave the document and save the changes
unless you changed a format line on any of the footnote
pages. You can use the information on the Document
Summary screen to find out how many footnote pages are in
a document.

The number of footnote references may be different from
the number of footnote pages in a document. Since you
cannot have more than 999 footnote references in one
document, you can find the last footnote reference number
by using the number 999. Follow the steps below:

1. Press GO TO PAGE.
2 Press COMMAND.
3. Type 999.
4

Type n or N. The cursor moves to the last footnote
reference in the document.

NOTE: If the last footnote reference has
been deleted, the system will beep, and the
command will not be performed.

If you do not know how many footnote references you have,
and the last footnote reference has been deleted, press
COMMAND n to enter a new footnote number, That
number will be one more than the deleted last footnote
reference. For example, if the last footnote reference

was 84, the newly entered footnote reference would be 85.
If you want, you can then press COMMAND, type the last
footnote reference number (84, in this example), and

press n to reenter it.

You can print a document that contains footnotes without
performing Footnote Processing, for example, for a review
draft. After you make your selections from the Print
Document menu, the messages Press EXECUTE to print
without footnotes, CANCEL to stop process, and
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FORMAT

Document contains footnotes are displayed. If you

press EXECUTE, the document is printed with footnote
references in the text in the order they were entered in
the document. The references are superscripted, and
printed in three-digit format, for example 001, 002. No
text from footnote pages is printed. If you press
CANCEL, you stop the process.

You use the Format key to move the cursor to the format
line to make changes, to create alternate format lines,
and to copy format lines.

You also use the Format key to print a document from the
End of Edit Options menu, to print an index from the
Document Index screen, and in combination with other keys
to print documents from the Document Index screen. See
“Index™ and “Printing.”

Each unique format line you create is assigned a number.
The standard format line that appears automatically at

the beginning of each new document is always numbered 1.
The next format line you add becomes number 2, the

next 3, and so forth.

You can have as many as 99 alternate format lines in a
single document at any one time. There can be more than
onc on the same page.

If you modify a format line, all format lines in the
document with that same number are also changed.

After you have pressed FORMAT to move the cursor to the
format line, you can use the following keys to change the
format line:

® Dress the Space bar to remove Tab stops or to
extend the length of the format line.

® Press LEFT and RIGHT to move within the format
line, leaving the Tab stops in place.

® Dress TAB to enter new Tab stops for Tabs and Dec
Tabs.

® Type r or R to enter a Right-flush Tab stop.
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Press RETURN to shorten the length of the format
line.

Press DELETE to delete the format line.
Type s or press SUPERSCRIPT to start a column.

Type e or press SUBSCRIPT to end a column.

On the editing screen, put the cursor where you want
an alternate format line.

Press INSERT (if you are not already in insert
mode).

Press FORMAT.

A format line with a new number and the primary
format line is displayed. Make the changes you
desire.

Press EXECUTE to set the format line.

Press EXECUTE to end the insert (if appropriate).

If you have set up a special format line and want to use
it again later in the document, you can recall it by its
format line number.

1.

N o o

Put the cursor where you want the alternate format
line.

Press INSERT (if you are not already in insert
mode).

Press COPY.

Press FORMAT.

Type the number of the desired format line.
Press EXECUTE.

Press EXECUTE to end the insert (if appropriate).
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1.  Put the cursor below the format line you want to
change.

2. Press FORMAT.
3. Make the changes in the format line.
4.  Press EXECUTE.

5.  The format line with that number is changed wherever
it appears in the document.

You can delete alternate format lines from a document.
If a particular alternate format line occurs more than
once in a document, deleting it in one place does not
affect the other occurrences of that format line. If
there is only one format line, you cannot delete it.

1. Put the cursor below the format line you want to
delete.

2. Press FORMAT.
3. Press DELETE.
4. The format line is removed.

Since any format line that is created remains available
for later use, even if all occurrences of that format

line have been deleted from a document, any
multiple-column format lines you have created cause
Hyphenation and Pagination to consider the document a
multiple-column document and an additional menu is
presented.

If you are converting a document from a multiple-column
format, you can prevent the multiple-column menu from
appearing with Hyphenation and Pagination in the
following way. When you delete the last occurrence of a
multiple-column format line from a document, first remove
the column markers by typing over them with spaces, then
delete the format line.
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Line Spacing  Line spacing is the amount of space between the lines on
a page when a document is printed. The text display on
your screen is always single-spaced, no matter what value
the line spacing is set to in the format line.

The default setting for line spacing is single spacing.
You can change the line spacing to:
0 — Zero
Q — Quarter
H— Half
1 — Single
W— One and one-half
2 — Double
3 — Triple
The spacing you have selected is displayed in the second
status line after the word Spacing and as the first
character in format lines.
1.  Position the cursor below the format line you want
to change.
2. Press COMMAND.
3.  Types.
4.  Type the code for the line spacing you want to use
for this format line.
5.  The new line spacing is displayed at the beginning
of the format line and in the second status line.

Tab Stops Tab stops in the format line can be changed at any time.
When you change a format line, the text that follows that
format line automatically realigns with the new Tab
positions.
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NOTE: If you are unsure whether an
alternate format line you have deleted

contains column markers, you can redisplay
that format line number in your document by
pressing INSERT, COPY, FORMAT, typing the
format line number, and pressing EXECUTE.
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Suppose you remove all the Tab stops from a format line,
and then continue editing. When you press TAB, a Tab
symbol is entered in your document at the cursor
location; when you press INDENT, an Indent symbol is
entered. Each of these characters takes up one space and
prints a space. However, if you later add Tab stops to

the format line, the Tab and Indent symbols move to those
stops. Thus, the format of the text is changed. When
you use the Hyphenation and Pagination feature, generated
indents are not accurately reproduced if you have Indent
symbols in your text without having enough Tab stops in
the format line. See “Indent.”

To set or change Tab stops in the format line:

1. Put the cursor below the format line you want to
change.

2. Press FORMAT.

3.  Move the cursor to the place you want to add or
remove a Tab stop.

4.  Press TAB to add a Tab stop; press SPACE to remove a
Tab stop.

5. Press EXECUTE.

Each format line has a default Right-flush Tab stop at
the right margin. If you have a multiple-column format
line, each end-of-column marker is also a default
Right-flush Tab stop.

If you want a Right-flush Tab stop at a position other
than the right margin or at the end of a column, you can
add Right-flush Tab stops to the format line at any time.
You can enter as many Right-flush Tab stops in the format
line as you like. At any place you have entered a
Right-flush Tab stop in the format line, you can
right-justify the text on a line.

You can remove any Right-flush Tab stops you enter in the
format line the same way you remove a regular Tab stop.
The default Right-flush Tab stop positions can never be
removed.
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If you do not have any Right-flush Tab stops in the
format line, any text you enter after a Right-flush Tab
symbol automatically justifies at the right margin or at
the end of a column., A format line may contain any
combination of regular Tab stops and Right-flush Tab
stops. However, you cannot put a Tab stop and a
Right-flush Tab stop at the same position in the format
line.

To enter Right-flush Tab stops in the format line:
1. Press FORMAT.

2. Move the cursor to the position in the format line
where you want the rightmost character of the
justified text to appear.

3.  Type r or R. A Right-flush Tab symbol (left arrow)
appears in the format line to indicate the
Right-flush Tab stop position. (NOTE: No left
arrow appears in the format line for the default
Right-flush Tab stop positions.)

4.  Press EXECUTE to save the changes to the format
line.

When you are editing, press COMMAND INDENT to enter
a Right-flush Tab symbol (a left arrow). See
“Right-flush Tab.”

NOTE: Entering text following a Right-flush

Tab is faster in Insert mode since

Fortune:Word does not need to refresh the
screen as ecach character is typed.

FORMAT ARCHIVE DISK

See “Archiving.”

FORMAT DEFAULTS

The defaults, or standard settings, for a format linc on
the editing screen are as follows:
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Tabs every 5 spaces

Right-flush Tab at right margin
Line length of 65

Single line spacing

Text length of 54 lines

FORMAT DOCUMENT

See “Records Processing.”

FORMAT LINE

The information given here describes how Fortune:Word
format lines work. See “Format” for information on how
to create, change, and enter format lines.

The format line, the third line displayed at the top of
the editing screen, controls the appearance of the text
that follows it. Figure 2-7 shows a format line with the
system defaults. They are automatically selected unless
you change them by editing the format line or changing
your prototype document.

The following document layout features are controlled by
settings you make in the format line:

® Line spacing shows the same sctting as spacing on
the second status line. You can have format lines
with zero, quarter, half, single, one-and-a-half,
double, and triple spacing.

® Tab stops mark the points where you can tab,
decimal tab, or indent text.

® DPosition indicators mark off the format lines every
10 characters. If you create a format line with a
line length greater than 100, the positions starting
at 100 are indicated by three digits, and the actual
position of the cursor is the center number. For
example, if you have a format line position of 120,
when the crosshair indicating cursor position is on
the 2, the position is 120.
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Figure 2-7. Format Line with the System Defaults

® Line end shows the location of the right margin and
Right-flush Tab stop.

® Column markers show the start and end of column
positions. Column end markers are also used as
Right-flush Tab stops. See “Multiple Columns” for
information on how to create and use multiple-column
format lines.

® You can add Right-flush Tab stops anywhere in the
format line. See “Right-flush Tab” for information
about using Right-flush Tabs.

Since the format line controls the appearance of the text

that follows it, you can quickly reformat or rearrange
text on the screen by making changes to the format line.
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Suppose you are typing text with a Tab at the start of
each paragraph. If you decide you want the paragraphs
indented ten spaces rather than five spaces, you only
need to make one change to the format line that affects
those paragraphs. When you remove the Tab stop from
position five and enter one at position ten, the text in
the document affected by that format line automatically
rearranges to conform to the new Tab position.

You can usc this reformatting capability when typing
tables with Tabs or Dec Tabs by setting up a format line
with spacing that approximates the final format. When
all the numbers have been entered on the screen, you may
decide you want to rearrange the spacing between the
columns. All you nced to do is to reposition the Tab
stops in the format line to adjust the spacing of the
columns on the screen.

Every document you create contains a primary format line
which is always format line 1. The current format line,
whether the primary format line or an alternate format
line, always displays at the top of the editing screen

and following every page break.

If your document contains only a primary format line, you
cannot delete the format line at the top of the screen.

If you insert a copy of the primary format line and there
are no alternate format lines in between, the inserted
format line appears on the screen, but disappears when
you press EXECUTE to complete the insert. This feature
prevents you from cluttering up your document with
unneeded copies of the same format line.

Any changes you make to the primary format line modify
each occurrence of that format line in the document.

You can have as many as 99 alternate format lines in a
document, and can have many on the same page. You can
combine many types of text in one document, such as
lists, outlines, and paragraphs, each with a separate

format line. »
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Alternate
Format Line
Numbers

Copying or
Moving
Format Lines
from Another
Document

Each alternate format line you create has a number

assigned to it, starting with 2 (the primary format line

is always 1), and incrementing by one up to 100. Any
change made to a format line with a unique number changes
all occurrences of that format line in the document.

Each format line number is used only once in a document.
If you create and then delete format line number 3, the
next one you create is number 4. Number 3 will not be
reassigned again in that document. Even if you delete

all occurrences of a format line, the format line still
remains available, and you can recall it by number at any
time. You can also use the same format line over and
over, recalling it by number. For example, you can use a
format line from page 1 again on page 25.

A format line always appears at the top of the editing
screen. When you have several format lines on the same
page, the format line for the text at the cursor position
is the last one shown above the cursor. The number of
the format line at the cursor position is always

displayed following the word Format in the second
status line at the top of the screen.

When you copy or move text between documents, you may
want to move the controlling format line. At other times
you may want the text you copy to follow the format of
the document into which you copy the text.

To copy the format line that controls the beginning of
the text, press FORMAT when the prompt Copy what?
appears on the screen, before you highlight the text you
want. All format lines controlling the text you

highlight are copied or moved with the text. The format
line numbers are reassigned, using the next available
format line numbers.

If you copy or move text from another document without
pressing FORMAT, any format lines that are included in
the highlighted text are automatically copied or moved.
However, the beginning of the selected text conforms to
the current format line. If you do not include any page
breaks or format lines in the text highlighted for the

copy or move, all the text conforms to the current format
line.
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Wide
Documents

Page Breaks -

and Format
Lines

When to
Modify an
Existing
Format Line
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You may need to create wide documents, such as charts,
financial reports, or mailing lists. You can create

format lines as wide as 250 characters. When you create
a format line that is longer than 80 characters, all the
text cannot display on the screen at once. A feature
called “horizontal scroll” lets you move the cursor

across the screen. Horizontal scroll moves the text from
side to side, displaying 80 characters on the screen.

See “Horizontal Scroll.”

Changing the format line is the first step in creating a
wide document. However, most printers cannot print lines
that are 250 characters long. When you are designing
documents with wide format lines be sure your printer is
able to print all the information on one sheet of paper.

Each page break is followed by a format line. When you
delete a page break, the format line following it is also
deleted if it repeats the format of the previous page.

If you insert a new page break, the format line following
the page break matches the preceding format line.

If the format changes at a page break, deleting the page
break does not delete the following format line.

NOTE: You cannot delete the format line
that directly follows a page break. If you
want to delete such a format line, delete
the page break first.

You may find that you need to do some reformatting in
certain documents. For example, if you insert a new
format line and want that format line to change text that
follows on subsequent pages, you must go through the
document and remove the unwanted format lines.

You can make changes to a format line at any time during
the document creation, editing, and revision cycle. To
modify a format line, put the cursor below the format

line you want to change and press FORMAT. Make the
changes and press EXECUTE. Each occurrence of that
format line number in the document automatically changes
and the text readjusts. You may need to repaginate your
document if you change a format line.
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Careful planning and use of format lines can make
reformatting of text efficient. When you have a few
format lines in a document, reformatting an entire
document is easy.

Your document may require many unique format lines. You
may use all 100 of the format lines available. This can
happen in a report with many statistical tables, each
requiring its own format line. If you plan your use of
format lines so that the main text always uses the same
format line number, reformatting is much easier.

Deleting a Sometimes you may need to delete a format line. For
Format Line instance, you may decide that the format changes you made
on a page are no longer necessary. When you delete a
format line, its number is not used again in the
document. The next format line that you create will have
a new number.

To delete a format line, press FORMAT to move the cursor
to the format line, and then press DELETE. The format
line is deleted from the screen and the text that follows
that format line automatically conforms to the preceding
format line.

If you want to delete a format line directly following a
page break, first delete the page break. If the format
line is not removed from the screen with the page break,
you can then delete it.

Exceeding If you create more than 100 different format lines in a
the Maximum  single document, the Too many formats message is
Number of displayed.

Alternate

Format Lines It is possible to create too many different format lines
by combining documents with SHIFT /COPY or
SHIFT/MOVE. When this happens, any format lines that are
identical (even if they have different format line
numbers) are automatically combined, using the format
line number from the source document. If, after
combining format lines, the total number of different
format lines still exceeds 100, the Too many formats
message is displayed. You can press EXECUTE to continue
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with the processing. When you do this, all excess format
lines are automatically dropped from the text.

Sce also “Format.”

FORMS PROCESSING

Creating a
Form
Template
Document

3/87

Forms Processing is a selection on the Document

Processing Tools menu. To use Forms Processing, you must
first create a form document. This acts as a template

for producing filled-in forms. Once you have created the
form template document, Forms Processing makes a copy of
it. You enter data into this copy. The cursor skips

over the fixed entries in the form template document. It
appears only in the fields that contain special

characters indicating where the data is to be entered,

and what type of data is allowed in each field.

Create a new document using the Create New Document
selection from the Fortune:Word Main menu.

® A numeric field can contain numbers, spaces, and
the following characters:

+ -, . #@8%<>O[1{}=*/¢

To designate a numeric field, fill the field to the
appropriate length with open quote symbols (7).
Be sure you do not use the regular quote key.

® A general field is one that can contain alphabetic
characters or a combination of alphabetic and
numeric characters. To designate a general field,
fill the field to the appropriate length with caret
symbols ().

The end of a line is always considered the end of a
field. If you create a field that wraps to the next
line, Forms Processing treats it as two fields.

You can use any text attributes in the form template
document.
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If you use indents in the form template, check to be sure
the results in the output document are displayed
correctly.

A simple form document could look like this:
Namc: AAAAAAAAAAAAAAAAAANN
Address: ARAAAAAAAAAAAAAAAAAR

AAAAAAAAAAAAAAAAAAAA

ARTELIRLINY

Telephone:

Be sure to check that the settings on the Print Document
screen are correct for the form template document. The
printing options from the End of Form Options menu
automatically use these Print Document settings.

Filling in To fill in the form, follow these steps:
the Form
1. Select Forms Processing from the Document

Processing Tools menu, or use the shortcut code fpr,
and enter the name of the form template document.
When the editing screen is displayed, the cursor
appears in the first available position of the first
field, and the prompt Enter data or Enter
numbers appears as appropriate. The current field
is indicated by a bold underscore.

2. Type the data in the field. You can move the cursor
within the field with the Cursor keys or the
Backspace key. If you want to copy the information
from the previous field of the same type, press
COPY. Insert, delete, and most other function keys
do not work during Forms Processing,

You cannot add text emphasis to the information you
enter in the fields during Forms Processing. If you
want to emphasize certain fields, add emphasis to

the form template document, or edit the output
document to add emphasis after the form has been
filled in.

You can move between fields by pressing PREV SCRN
to move to the previous field or NEXT SCRN or
RETURN to move to the next field. In this way, you
can move the cursor to a previously filled-in field

and make corrections or additions.
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Using the
End of Form
Options Menu
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3. After you have filled in a field, you have two
options. You can:

® DPress RETURN to automatically fill the current

field to the end with spaces and move to the next
field.

® Dress DELETE to delete any unfilled spaces
between the last character and the end of the
field and move to the next field. When you do
this, the spaces to be deleted are filled with
caret symbols () so you can tell by looking at
the form which fields are shortened. If you
decide you do not want to drop the spaces from a
field, you can return to the field and type over
the caret symbols with spaces.

If you try to enter information after the field is full,

the message End of field reached is displayed. You can
move the cursor within the data you have already entered
in the field, or you can press RETURN, NEXT SCRN, or
DELETE to move to the next field. You can also press
PREV SCRN to move to the previous field.

When you have entered data in the last field and pressed
RETURN, NEXT SCRN, or DELETE, the message End of
Sorm reached is displayed. If you want to return to the

first field of the form, press RETURN, NEXT SCRN,

PREV SCRN, or DELETE. If the form is filled in

correctly, press CANCEL for the End of Form Options menu.

The End of Form Options menu has two parts. The
selections on the first screen are similar to the End of

Edit Options menu. From this screen you can press one of
the function keys indicated below:

® Press EXECUTE to create a new document. Enter a
name for the newly created document, and press
RETURN or EXECUTE.

® Press RETURN to get back to the form processing
screen.  When you return to the form, the bold
underline indicating the current field is not
displayed until you move to the next field.
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Press DELETE to discard the filled-in form. The
form that is deleted is the copy of the form
template document generated by Forms Processing.
The original form template document remains
available for further forms processing.

Press FORMAT to save a copy of the filled-in form
and send it directly to the printer. Type a name

for the document and press RETURN or EXECUTE.
The document is then automatically sent to the
printer, using the printing defaults for the form
template document.

Press GO TO PAGE to show additional End of Form
Options menu selections.

The additional End of Form Options are described below:

Press 1 to save a copy of the filled-in form in a
separate document and present a new form. Type the
name for the form and press RETURN or EXECUTE.

Press 2 to save a copy of the filled-in form and

present a new form as a new page in the same
document. You do not assign a name to the document
at this time. After you have entered as many forms

in the document as you want, select an option that
assigns a document name, such as EXECUTE or
FORMAT.

Press 3 to send the form to the printer without
saving it, and present a new form to be filled in.

This option does NOT save a copy of the form that is
printed. After it is printed, the temporary file is
automatically deleted from the system.

Press 4 to save a copy of the form in a separate
document, send that document to the printer, and
present a new form to be filled in.

Press 5 to send the form to the printer without
saving it. This option does NOT save a copy of the
form that is printed. After it is printed, the
temporary file is automatically deleted from the
system.
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Any key from ecither of the End of Form Options menus
can be used, regardless of whether or not that part of

the End of Form Options menu is displayed on the screen.
For example, if you know that you want to create several
forms in the same document, you can press CANCEL to
end the form, then type 2 to save the form and present a
new form in the same document. It is not necessary to
press GO TO PAGE to display the More End of Form
Options menu before you type 2.

Additionally, you can use combinations of options. For
example, suppose you have created new forms in the same
document by selecting option 2. When you have completed
the last form, press EXECUTE to assign a document name
and save the document. You could instead press FORMAT to
assign a document name and send the document to the
printer.

When using any End of Form Option that creates and prints
a temporary file, the name of the form template document
is displayed as the document name on the Printer Control
menu.

WARNING: If you have footnotes in your form
template document, DO NOT use Option 2,
which creates multiple pages in the same

output document. An output document with
duplicate footnote referencess created in

this way cannot be processed with Footnote
Processing.

FUNCTION KEYS

GL

3/87

The Function keys are the keys labeled F1 through F16 on
the top row of the keyboard. The keyboard template
identifies the Fortune:Word functions these keys perform.
See “The Keyboard.”

The key labeled LF/GL (line feed /glossary) is used to
create glossary entries by example, recall a glossary
entry for use, or attach a glossary. See “Glossary.”
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GLOBAL SEARCH AND REPLACE

The Global Search and Replace feature allows you to find
and replace up to 10 text strings at one time. Each item
on the list can contain up to 30 characters. You can
choose to replace each item individually, or you can
perform all the search-and-replace operations
automatically.

Global Search and Replace searches from the cursor
position to the end of the document. If you want to
search all the text pages, move the cursor to the
beginning of the document before you start Global Search
and Replace.

You can use Global Search and Replace on header, footer,
work, note, and footnote pages. However, only the page
at the cursor location is searched.

When you type a search string, all occurrences of that
combination of characters are matched. If you want the
Global Search and Replace to be case-specific, that is,
with a specific capitalization, type an equal sign (=)

in front of the search string. The text you type in the
Replace it with column is always entered in the text
exactly as you type it on the screen.

You can include the screen symbols Space, Return, Indent,
Tab, Dec Tab, Center, Right-flush Tab, Note, Required
Space, Optional Hyphen, and Required Hyphen in your
search strings. You can also use the wildcard characters
“*? and “?”. See “Search” for more information about
wildcard characters.

Global Search and Replace can be used to specifically

find and replace text with special emphasis such as bold

or underscore. However, when you define a search string
that begins with text emphasis, only exact occurrences of
that string are matched. The emphasis in the text must
begin at the same place in the string or the text will

not be matched. You can only search for one form of text
emphasis at a time. For example, you cannot define a
string that searches for both bold and underscore

attributes on the same word.
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NOTE: When you use text emphasis in a
replace string, be sure to turn OFF the text
emphasis at the end of the string so the
emphasis is not carried through to other
parts of the document.

Refer to Appendix A in this guide for more information
about searching for strings with text emphasis. '

Be careful in defining multiple search strings for Global
Search and Replace. A search string that contains a

search string preceding it on the list will not be found
correctly. For example, if the first string on the list

is “India” and the third string is “Indian,” “Indian” is

not found as an entire word; only the first five letters,
“India,” are identified as a search string. This can

lead to unexpected replacement during an automatic search
and replace. However, if “Indian” precedes “India” on
the list, both words are found correctly.

To do a Global Search and Replace:

1.  While on the editing screen, hold down SHIFT and
press REPLACE.

2. A new screen appears. Type the text you want to
search for. You can backspace to correct any typing
errors.  On this screen, BACKSPACE deletes any
characters it encounters. If you want the search to
be case-specific, type = in front of the string.

3. Press EXECUTE to move the cursor to the Replace it
with: column.

4.  Type in new text. You can backspace to correct any
errors.

5. Press EXECUTE to move back to the Search for:
column.

6. Repeat as necessary (to a maximum of 10 times) to
complete the list. The process begins automatically
when the list contains the maximum number of items.

7. If you have fewer than 10 items for Global Search
and Replace, press EXECUTE to begin the process.
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8. When text is located, you have the following
choices:

® DPress EXECUTE to replace the item.

® Press SEARCH to skip the item and search for
the next item.

® Hold down SHIFT and press REPLACE to
replace all items on the list automatically.

® DPress CANCEL to stop the process.

9. When the process is complete, the cursor is
positioned on the last item that was replaced.

GLOSSARY

A glossary is a special document in which you can save
text or keywords for later recall. A glossary contains
groups of text called entries. These must follow certain
guidelines, called syntax, to work properly.

There are two ways you can create entries in a glossary:

® To create an entry by example, you attach an
existing glossary that has been verified. Then you
edit a Fortune:Word document. When you want to save
text in a glossary, you initiate glossary by
example. You then type text and use functions which
are automatically saved in that glossary as a
glossary entry with the proper syntax. At the
conclusion of the process, you assign an entry
label.

® To create an original entry, you first create a
glossary or edit an existing glossary, and then
assign an entry label and type the text and function
names you want directly into that glossary, using
the correct syntax.

It is good programming practice to keep your glossary

entries relatively short. The length limit of each kind
of glossary entry is as follows:
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Entry Syntax

Keywords
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® Glossary by Example: 1024 bytes
® Glossary entry: 32,767 bytes

If you create a new glossary containing no entries, the
following messages are displayed after the glossary is
verified: An empty glossary is attached, and Press
EXECUTE to continue. You can attach a glossary
containing no entries and then use Glossary by Example to
add entries during editing.

See “Attaching a Glossary Document,” “Detaching a
Glossary Document,” and “Verifying a Glossary.”

Figure 2-8 shows a sample glossary entry with correct
syntax.

entry b /*insert bullets*/ Entry label and descriptive
comment
{ Beginning brace

insert tab "o indent execute —— Keywords and text string

} Ending brace
A2456

Figure 2-8. Sample Glossary Entry with Correct Syntax

A list of keywords that can be used in glossary entries
is given below:

backspace format nextscrn RIGHT
cancel gl NEXTSCRN search
center glossary north SEARCH
command goto NORTH south
copy help note SOUTH
COrY indent page space
dectab insert PAGE stop
decimaltab left prevscrn subscript
delete LEFT PREVSCRN superscript
down merge quote tab
DOWN MERGE replace up

east mode REPLACE ur

EAST move return west
execute MOVE right WEST
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Creating a
Glossary
Document
Using
Glossary
Functions

Correcting
Verification
Errors

N o e

10.

From the Glossary Functions menu, select Create
New Glossary.

Type a new glossary name and press RETURN or
EXECUTE.

Type a prototype document name if you do not want
to use prototype 0000.

Press RETURN or EXECUTE.
Fill in the Glossary Summary screen.
Press EXECUTE.

An editing screen for creating glossary entries is
displayed.

When you have finished the glossary entry or
entries, press CANCEL.

Press EXECUTE to save the entries you have created.

The glossary is verified automatically.

If errors are detected during verification, 2 new
screen is displayed.

Press RETURN to go back to the glossary so you can
correct any verification errors.

Press GO TO PAGE.
Type w or W.

The work page lists the verification errors that
have been found.

Return to the appropriate page in the glossary and
correct the errors.

Press CANCEL to end the edit.
Press EXECUTE to save the changes.

When the glossary is properly verified, it is
automatically attached and ready to use.
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Entry

GO TO PAGE
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You can create a glossary document by using the Create
New Document section on the Main menu. If you create a
new glossary this way, you must verify the glossary

cither by using the Verify glossary selection on the
Glossary Functions menu or by using the shortcut code
vgl. Only then can you attach and use the glossary.

1.  From an editing screen, attach a created and
verified glossary.

2. Press MODE.

3. Press GL.

4.  Type the text or perform the keystrokes you want to
save in the glossary entry.

5. Press MODE.

6.  Press GL.

7. Type a one-letter entry label.

8. Press RETURN or EXECUTE.

9.  The glossary entry is saved under the label.

1.  With a created and verified glossary attached, press
GL.

2. Type the entry label for the entry you want to

recall.

The Go To Page key moves the cursor to specific page
locations within a document.

Press GO TO PAGE, then type the following:
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Code or Key
borB
cor E
forF
horH
norN
wor W
TAB

INDENT
DEC TAB
COMMAND

INDENT
CENTER

COMMAND SPACE

Command -

footnote number,

and n or N

COMMAND,

footnote number,

and n or N

NOTE

0-9, and NOTE

LEFT
RIGHT

Fortune:Word Reference Guide
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Moves cursor to

beginning of document

end of document

footer page

header page

note page

work page

next Tab symbol in document

next Indent symbol in
document

next Dec Tab symbol in
document

next Right-flush Tab symbol in
document

next Center symbol in document

next required space symbol in
document

next optional or required hyphen
in document

footnote page

footnote reference in
document

bookmark 0
the bookmark number
left margin

right margin
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HEADER
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Code or Key Moves cursor to

ur top of that page

DOWN bottom of that page
NEXT SCRN top of the next page
PREV SCRN top of the previous page
any page number top of that page

and EXECUTE

SUBSCRIPT bottom of column, or next

format line if not in
multiple-column format

SUPERSCRIPT top of column, or previous
format line if not in
multiple-column format

A header is the space at the top of a page before the
text on the numbered document page begins.

Each Fortune:Word document has a separate header page.
You can enter information on the header page once and
have it repeated on each page when you print the
document. The lines you enter on the header page
determine the top margin for each printed page. The
header prints on all pages of the document you select for
printing from the Print Document menu.

If you want the system to automatically print page
numbers on the top of each page, you can type a number
symbol (#) on the header page. A header page cannot
contain a page break. You can use Returns in a header so
the text of a document is printed a fixed number of lines
from the top of the page. See also “Alternating Headers
or Footers.”

L. From an editing screen, press GO TO PAGE, and
type h or H.
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HELP

Accessing
Help from

2. Type the header text, pressing RETURN as needed.
Include a number symbol (#) to print page numbers
on the top of each page automatically.

3. Use GO TO PAGE to return to a numbered document
page.

The Help key provides on-screen information about menu
selections and editing functions. You can access three
different lists of help topics:

® Help for Menus
® THelp for Spelling Tools
® THelp for Editing

When you press the Help key, a list of help topics is
displayed on the screen. You can move the marker through
the list of topics using any of the following keys:

UP or DOWN

PREV SCRN or NEXT SCRN

SPACE

RETURN

The first letter of the item

One of the numbered function keys (in Help for
Editing only)

To display a specific Help topic, move the marker to the
topic and press HELP or EXECUTE.

To leave a Help screen and return to the Help menu, press
CANCEL. To leave the Help menu, press CANCEL. When
a Help topic is displayed on the screen, you can press GO
TO PAGE to leave Help.

1. From most menus, press HELP.

Menu Screens 2.  Move the marker to the desired topic.

3. Press HELP or EXECUTE. Information on the topic is
displayed on the screen.
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Accessing
Help For
Spelling
Tools

Accessing
Help From
an Editing
Screen
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Press CANCEL to return to the list of topics.

Press CANCEL to return to the original menu.

When using Spelling Tools interactively, any time
the document being checked is displayed on the
screen, press HELP.

Move the marker to the desired topic.

Press HELP or EXECUTE. Information on the topic is
displayed on the screen.

Press CANCEL to return to the list of topics.

Press CANCEL to return to the spelling screen.

You can access Help for Editing from an editing
screen in any of the following ways:

® By pressing HELP to automatically open a window
for Help on the lower half of the screen

® By pressing COMMAND HELP to display Help on
a full screen

® By opening a window and pressing HELP when the
Document name? message is displayed

® By pressing HELP in any open window

NOTE: When you are using HELP in a window,
use PREV SCRN and NEXT SCRN to move between
screens of text.

Move the marker to the topic and press HELP or
EXECUTE. You can also press the numbered function
key for which you want help. For example, if you
want information on how to copy text, press COPY.
(Press F13 twice for help for COMMAND.)

When you are finished with the information, press
CANCEL to return to the Help menu.
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4. Press CANCEL to return to the editing screen.

You can press GO TO PAGE from any Help screen to exit
directly from Help without returning to the Help menu.

HELP FOR COMMANDS

Many Fortune:Word functions can be accessed by pressing
COMMAND and then pressing other keys. You can look
at a list of commands while you are editing by pressing
COMMAND and then typing 2. The following text is
displayed in the upper right-hand corner of the screen:

Which command? HELP
Fullscreen Help

You can step through a list of the commands, displaying
them one by one. You can access each command by pressing
the key shown. A brief description of the command is
displayed on the second line.

Accessing 1.  Press COMMAND and type 2.
Help for
Commands 2. Press RIGHT or DOWN to move forward through the

list of commands. Press LEFT or UP to move
backward through the list of commands. You can also
press the key you would press to execute the
command. For example, if you press q, Help for
Commands shows that g/Q accesses Printer Quene
Control.

Leaving Help  There are two ways you can leave Help for Commands:
for Commands

1. When the command you want is displayed on the

screen, press EXECUTE to execute that command.

2. Press CANCEL to leave COMMAND 2. You are still
in command mode, as indicated by the Which
command? message. Enter any command. If you do
not want to execute a command, press CANCEL again.
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HIGHLIGHTING TEXT

Highlighting
Text
Backward

Highlighting

Text Forward
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When you use functions such as COPY, MOVE, and
DELETE, you select the text by highlighting it.
Highlighted text displays on the screen in reverse video
(dark characters with a light background) if your
workstation is in normal video mode. Text is highlighted
from the starting cursor position to the current cursor
location. You can highlight text with backward or
forward cursor movement. Some shortcuts you can use to
highlight text are given in the following paragraphs.

If you highlight too much text, you can always remove
highlighting by moving the cursor in the opposite
direction. The selected function (for example, COPY or
MOVE) is performed only on text that is highlighted.

You can highlight text by moving the cursor backward from
the cursor position by pressing any of the following

e UP

® LEFT

® BACKSPACE

® PREV SCRN

® GO TO PAGE, b to go to the beginning of a
document

® GO TO PAGE, a page number, EXECUTE

You can highlight text by moving the cursor forward from
the cursor position in the following ways:

® Pressing DOWN
® Pressing RIGHT
® Using GO TO PAGE with

— The cursor movement keys

Function keys such as TAB and INDENT
Page numbers and EXECUTE

e to go to end of document

® Dressing NEXT SCRN
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® Pressing RETURN to highlight to the next RETURN

® You can also move the cursor to the next occurrence
of any character by typing that character. For
example, if you type a z, the cursor moves forward
to the first z it finds. If no z is found, text is
highlighted to the next page break.

HORIZONTAL SCROLLING

In a wide document, the horizontal-scroll setting
determines how many positions to the right or left the
screen moves when you move the cursor right or left. The
default setting is 20 characters. You can change it
following the steps below. When you leave a document,
the horizontal-scroll setting returns to the default

value.

1.  From an editing screen, press COMMAND.

2. Type the number of characters you want for the
horizontal-scroll setting, from 1 to 79.

3. Type h or H.

HORIZONTAL SPACING

Left Margin,
Line Length,
and Right
Margin

The horizontal spacing of a document is affected by the
clements described below.

The left and right margins are the blank areas on either
side of a page of text. Line length is the measure of

the text area between the two side margins. You can type
as many characters across as the line length allows. The
margin and line-length settings are major considerations

in producing well-formatted documents. See “Format” and
“Print Document.”
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Tabs,
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Tabs, and
Right-flush
Tabs

Font

Pitch
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The document formatting keys described below affect
horizontal spacing.

® Center puts text, such as a heading or title, in
the middle of the line length or centers text
between column margins.

® A Tab stop is a fixed position in the format line
to which the cursor moves when you press the Tab,
Indent, or Dec Tab key.

® An Indent aligns text on a Tab stop in the format
line. As you type, text continues to wrap around
and align with the Indent until you press the Return
key.

® Decc Tabs allow you to right-justify columns of
whole numbers or to align columns of numbers at the
decimal point.

® Right-flush Tabs (generated by pressing COMMAND
INDENT) align text at the right margin, with the
end-of-column arrow, or with the Right-flush Tab
markers (+) in the format line.

See “Center,” “Dec Tab,” “Indent,” “Right-flush Tab,” and
“Tab.”

The font of the printer affects horizontal spacing. When
monospace printing is used, the horizontal spacing is
determined by the pitch. When proportional space
printing is used, 12-pitch spacing determines the length
of the format line., However, because the amount of
horizontal space allowed for each letter depends on the
width of that letter, the actual number of characters
printed on a line varies. Fewer capital letters print on

a line than lowercase letters. See “Proportional Space.”

The length of a line on the printed page may look
different from the way it looks on the screen because of
the pitch setting used. Pitch is the number of
characters printed in one inch across the paper. Ten
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Justified
and
Unjustified
Right Margin

pitch is 10 characters per inch, and 12 pitch is 12
characters per inch. On many printers, 15 pitch (15
characters per inch) is also available. See “Print
Document.”

When text is justified, it lines up evenly along the

right and left margins. When text is unjustified, the
left margin is even, but the right margin is ragged. See
“Print Document.”

HOT-ZONE LENGTH

A hot zone is a specified range of character positions at
the end of a line of text within which words can be
hyphenated. A field on the Hyphenation and Pagination
menu allows you to specify the minimum number of
character positions for hyphenated words. A small
hot-zone length will result in more words being
hyphenated than a longer length.

Set the Hot zone length to 99 and sclect Hyphenation

or Both if you want to remove all generated hyphens

from your document automatically. See “Hyphenation and
Pagination.”

HYPHENATION AND PAGINATION

Hyphenation and Pagination is a selection on the Document
Processing Tools menu. It consists of two functions:

® Hyphenation lets you hyphenate words at the end
of lines of text, creating a more even right margin.
Words followed by a period, question mark or
footnote reference are never presented for
hyphenation.

® Pagination allows you to adjust the placement of
optional page and column breaks in a document or
add them to a document that has not yet been
paginated.
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Using
Hyphenation
and
Pagination

3/87

The two functions can be used separately or together. In
addition, you can sclect Interactive, Automatic, or
Background processing for each function.

You can paginate documents with multiple-column formats.
You can either wrap the text from column to column or
keep the columns synchronized.

You can hyphenate and paginate documents with footnotes.
However, only the text of such a document (not the
footnote pages) is processed. To properly position
footnotes in a document after all editing changes have
been made, use the Footnote Processing selection from

the Document Processing Tools menu.

When using Hyphenation, you cannot set a hot-zone length
of 0 or 1, nor can you hyphenate or paginate a document
containing more than 999 pages. You can set your text
length up to 999 lines. However, if you have more than
875 complete lines of text, you may receive an Out of
memory warning message and may lose text. If you want
to paginate extremely long pages, you may need to

increase the Maximum process size on the operating

system Configuration menu (and you may need to install
another memory board).

Generated indents may not be accurately reproduced if you
have no Tab stops in the format line. If the format line
contains enough Tab stops, this situation does not occur,

See “Automatic Processing,” “Background Processing,”
“Footnote Processing,” “Hot-Zone Length,” “Hyphens,”
“Indent,” and “Interactive Processing.”

1.  From the Document Processing Tools menu, select
Hyphenation and Pagination.

2. Type the document name and press RETURN or
EXECUTE.

3. Sclect Hyphenation, Pagination, or Both, and
press RETURN.

4. Type the number for the hot-zone length for

hyphenation if other than 3. Use 99 to remove all
generated hyphens from a document.
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10.

11.
12.

13.

14.

15.

16.

17.

Press RETURN.

Use the default Text length setting or type a
different number.

Press RETURN.,

Use the default beginning page number or type a
different number.

Press RETURN.

Use the default ending page number or type a
different number.

Press RETURN.

Select Yes for Exception Dictionary, or leave
the setting at No.

Press RETURN.,

Select Interactive, Automatic, or Background
processing.

Press EXECUTE.

If you selected Yes for Exception Dictionary,
type the name of the exception dictionary document.

Press RETURN or EXECUTE.

Performing 1.
Interactive
Hyphenation

When the screen presents a word for hyphenation, use
RIGHT and LEFT to move the hyphen location.

You can press one of the function keys indicated
below:

® DPress EXECUTE to add a hyphen.

® Press SEARCH to find the next word to be
hyphenated.

® DPress CANCEL to stop the hyphenation process.
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Performing
Interactive
Pagination

Performing
Pagination
on a
Multiple-
Column
Document
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1. When text is displayed with a page break in the
middle of the screen, you can use UP and DOWN to
move the page break up or down a maximum of 9 lines.

2. When the page break is positioned correctly, press
EXECUTE.

Follow steps 1 through 17 described above for “Using
Hyphenation and Pagination.” If the document contains a
multiple-column format line, an additional menu screen is
displayed that allows you to make more format choices for
the document.

Wrapping columns. You can choose to wrap the text, so
that it flows from column to column as it does in a
magazine or newspaper.

If you select No for Wrapping columns, Hyphenation

and Pagination keeps the columns synchronized. That way,
the information you typed in each column remains aligned
as it was when you typed it. This allows you to keep
tabular data aligned when it has been entered in
multiple-column format. Unless you use required column
breaks in the data entered in synchronized columns, you
cannot mix wrapped columns and synchronized columns in
the same document.

Perform balancing. The Perform balancing selection
only works if you select Yes for Wrapping columns.
If you select No for Wrapping columns, it does not
matter what selection you make for Perform balancing.

If you select Yes for Perform balancing, the length

of each column on a page is the same, even if the page of
text is not full. If you select No and have chosen to

wrap columns, text at the end of a document and before a
required page break fills the leftmost column first, and
then fills as much of the next column or columns as
possible.

When you have made your selections, press EXECUTE. If

you have chosen to wrap columns, pagination begins
immediately.
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Output Documents. If you have selected synchronized
columns, the Hyphenation and Pagination feature must
create an output document.

WARNING: Since Fortune:Word must rearrange
the document to paginate with synchronized
columns, the output document cannot be
processed through Hyphenation and Pagination
again. Do not make editing changes in the
output document. If you want to make any
further changes to a document with

synchronized columns, edit the original
document and process it again.

When you press EXECUTE, you are offered three choices:

®  Make output document only
®  Make output document and print
® Print only

Press EXECUTE, enter the name of an output document (if
required), and press RETURN or EXECUTE to begin
processing.

Suppose you inadvertently make editing changes in an
output document and try to process that document with
Hyphenation and Pagination. In that case, the prompt
Can’t process output document is displayed. To save

the changes in a document that you can process through
Hyphenation and Pagination, follow the steps outlined
below:

1. Create a new document,
2. Press SHIFT /COPY.

3.  Type the name of the output document and press
RETURN or EXECUTE.

4, Press FORMAT to copy the primary format line.

5.  Press EXECUTE, GO TO PAGE, type ¢, and press
EXECUTE to copy the entire output document. You
can then process this document through Hyphenation
and Pagination.
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Performing
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Generated
Hyphen
(Bright -)

Regular
Hyphen (-)
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When you process a document containing footnotes, first
perform hyphenation from the Hyphenation and Pagination
menu. Then use the Footnote Processing selection on

the Document Processing Tools menu to insert the page
breaks and do the final footnote formatting.

You can use Hyphenation and Pagination to paginate a
document with footnote references. The footnote text is
not processed, and the footnote references are not
renumbered. When you print the document, the footnote
references print in a three-digit format. For example,
footnote reference 4 prints as “004.” You can easily

tell that a printed document with footnote references in
this format has not been processed with Footnote
Processing. The same document can later be processed
with Footnote Processing.

See “Footnoting” for information on how to enter
footnotes in a document. See “Footnote Processing™ for
information on how to produce a footnote output document.

Hyphens are used to break words at the end of a line of
text. This makes the right margin more even when
unjustified text is printed and prevents large spaces in

a line when justified text is printed. You can add
hyphens while editing or use the Hyphenation feature on
the Hyphenation and Pagination menu. There are four
kinds of hyphens:

This hyphen is added in the hyphenation process. It is
removed automatically when hyphenation is used on a
document again or when editing or formatting changes
bring the two parts of a hyphenated word together on the
same line,

You enter this hyphen when creating or editing a document
by pressing the Hyphen key (-). This type of hyphen is
permanent; it is not removed by the hyphenation process.
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Optional
Hyphen (1)

Required
Hyphen (1)

INDENT

A regular hyphen is treated like any other character
during word wrap. You should use regular hyphens in
words like “mother-in-law,” “right-handed,” and
“open-ended.”

You enter an optional hyphen by pressing COMMAND and
then the Hyphen key. An optional hyphen is displayed on
the screen as “1.” Optional hyphens mark the only place
or places where a word can be hyphenated. If you want to
hyphenate only at particular places within a word, use
optional hyphens when you type the word in your document
to indicate the hyphenation locations you prefer.

When a document is hyphenated, optional hyphens within a
word are not removed. Words containing optional hyphens
are offered for hyphenation only at the optional

hyphenation point or points. Optional hyphens are never
printed.

Like optional hyphens, required hyphens are typed by
pressing COMMAND and then the hyphen key. They are
also displayed on the screen as “1.” You place a
required hyphen immediately before a word to indicate
that it should never be hyphenated. The word following
the required hyphen may contain regular hyphens.
Nevertheless, the word is not presented for hyphenation
unless you remove the required hyphen.

Required hyphens are never removed by the hyphenation
process.

The Indent key leftjustifies text at a Tab stop position
in the format line. All text typed between the indent
and the next RETURN aligns on the left with the indent.
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Generated If you insert a page break in the middle of an indented

Indent paragraph, the rest of the paragraph is no longer
indented. You can insert an indent after the page break.
However, this may cause improper indenting if you
subsequently repaginate the document or make editing
changes.

Pagination generates an indent when a page break falls in
the middle of an indented paragraph. Generated indents
look the same as regular indents. Generated indents are
automatically removed when you delete a page break while
editing.

Here are two ways to avoid problems with regular and
generated indents:

® Do not put optional page breaks in the middle of
indented paragraphs while editing. Paginate with
Hyphenation and Pagination, placing the page breaks
at the proper locations. When you make editing
changes, generated indents are automatically removed
if you remove page breaks.

® Alternatively, if you insert an optional page break
in indented text during editing, enter a Return
before the page break, even if the paragraph is not
finished. You can then insert another indent after
the break to indent the rest of the paragraph. That
way, if the page break is moved by Hyphenation and
Pagination, the indentation is still correct.
Indents that you enter in this way are never
automatically removed.

Changing 1.  From an editing screen, press FORMAT.
Indent
Position 2. Use LEFT and RIGHT to move the cursor in the

format line. Press SPACE to remove a Tab stop, or
press TAB to add a Tab stop.

3. Press EXECUTE.
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Removing an
Indent

Using Indent

INDEX

Accessing an
Index While
Editing a
Document

1.  Put the cursor on the Indent symbol.
2.  Press DELETE.

3. Press EXECUTE.

1. Press INDENT as many as times as needed to reach the
Tab stop you want.

2. Type the text.

An index is a list of documents or sublibraries on an
archive disk or on the system disk. Indexes can be made
of all the documents or of those by a particular author
or operator. Indexes have a short or long format. An
index can be displayed on the screen, printed, or both.

You can access an index in the following ways:

® By sclecting Index from the Main menu
® While editing a document
® By using the shortcut codes ixs, ixl, lib, ixo, ixa

You can archive or print single documents, multiple
documents, or all documents in a library from a Document
Index screen. See “Archiving” and “Printing.”

You can access an index of the documents in your current
library from any editing screen. You can then perform

any indexing function while that index is on the screen.
For instance, you may want to quickly check the name of a
document from which you want to copy or move text without
returning to the Main menu, or enter a different document
to make editing changes. You can also archive documents
or send other documents to the printer without exiting
from the document you are editing. However, you cannot
copy, rename, archive, or print the document you are
currently editing from the index screen.

1. From any editing screen, press COMMAND.
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Copying an
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2. Type i to access a short form index or I to access a
long form index.

3. Press CANCEL to return to the document.

Suppose you access an index screen while editing a

document and then attach a glossary by moving the marker
to the name of the glossary and pressing GL. In that

case, the glossary is only attached until you leave the

index screen to return to the editing screen. Thus, you

can attach a new glossary from the index, enter a new
document by pressing GO TO PAGE, and edit that document
using the new glossary. When you end the edit and go

back to the original document, the glossary you accessed

from the index screen is no longer attached.

1. From the Main menu, select Index.
2. Make one choice from each section and press
EXECUTE.

3. The Document Index you have selected is displayed or
printed.

4. Press CANCEL to return to the Document Index screen.

5. Press CANCEL to return to the Main menu.

1.  From any menu, press COMMAND.
2. Type the shortcut code for the type of index you
want to display. The index shortcut codes are ixs,

ixo, ixa, ixl, and lib.

3. Press CANCEL to return to the menu screen.

1. From the Main menu, sclect Index.
2, Select index to Printer.

3. Press COPY.
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4.  Type a new document name.
5.  Press RETURN or EXECUTE.

6.  Use the default prototype document or type a new
prototype-document name.

7. Press RETURN or EXECUTE.

8. A document containing the index is created. You can
edit the document or print it.

Printing an 1.  From the Main menu, select Index.
Index

2. Seclect index to Printer.

3. Press EXECUTE.

4.  Press FORMAT to send the index to the printer.
5. Press any key to continue.

If you select Both in the Index To column, the index

is displayed on the screen first. When you press CANCEL,
an Index Printing Options menu is displayed. From this
menu, you can copy the index to a document, send it to
the printer, or press DELETE to cancel the process. You
cannot print an index of sublibraries.

When you press FORMAT to send the index to the printer,
the printing defaults from the 0000 prototype document in
the current library are used. The index prints 80

characters per line. If you print many indexes, you may
want to set your prototype document printer settings to
12-pitch, or change the left margin setting so that the
index does not print off the right margin of the paper.

When you print an index from an archive diskette, the
diskette remains in use until the printing is complete.
Consequently, there may be times when the archive
diskette is not unmounted when you leave the Document
Index screen. If the system beeps when you open the
diskette drive, be sure to use the shortcut code rad to
unmount the diskette before you remove it.

Fortune:Word Reference Guide 2-150 3/87



Functions, Features, and Keys

Displaying 1.  From the Main menu, select Index.

Document

Information 2.  Choose Short format and index to Screen, and

from the press EXECUTE.

Short-Format

Index 3. Move the marker to the name of the document for
which you want more detailed information and press
NOTE.

4. Information from the document summary is displayed

on the screen. Press any key to continue.

5. Press CANCEL to return to the Document Index

screen.
Storing a You can store a document or glossary name from an index.
Document or That name will appear in the Please enter document
Glossary name or Please enter glossary name field when you
Name return to a menu and select a function.

1. From the Main menu, select Index.

2. Choose the format type, index to Screem, and press

EXECUTE.
3. Move the marker to the document name you want to

store and press EXECUTE.

4.  The document or glossary name is saved.

5.  Press CANCEL to return to the Index Menu.

6.  Press CANCEL to return to the Main menu.

7.  Select a function. The name of the document you
stored is displayed in the Please enter document

name or Please enter glossary name field for the
function you have selected.
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INDEX GENERATOR

Input
Document

Output
Document

Word-List
Document

Index Generator is a feature that checks a word list you
have created against a text document. It then creates an
output document containing an alphabetically sorted list
of the words plus the page numbers on which the words
appear in your text document.

The input document is the document for which you want to
create an index.

Because the Index Generator references the page numbers
it finds in the input document, be sure the page numbers
are the same as when the document will be printed. In
other words, be sure your input document has no blank or
unnumbered pages at the beginning.

The output document contains the index.

The title INDEX is automatically centered at the top of
the first page. The Index Generator does not put page
breaks in the output document. You may insert them while
editing or use the Hyphenation and Pagination feature to
do so.

The word-list document is a regular Fortune:Word document
that you type. In it, you list all the words and phrases

you want the Index Generator to look for in your input
document. The words and phrases need not be in
alphabetical order; the Index Generator automatically
alphabetizes the items in the word-list document when it
generates the output document.

NOTE: The Index Generator processes faster
if the word list is NOT in alphabetical
order.

® Each word or phrase must be typed on a separate
line ending with a return.
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® Each word or phrase should begin at the left
margin. Beginning and ending spaces on a line are
ignored. Do not preceded words with a Tab, Indent,
Right-flush Tab, Dec Tab, or Center symbol.

® If a single word is listed twice in the word-list
document, it only appears once in the index output
document.

® If there are no page references for a word, it
appears in the index, but there is no page numbers
after it.

® (Capitalization is ignored, and the word is found in
both uppercase and lowercase forms.

® If you have defined a character table to add
accented characters or change the case-insensitive
ASCII collating sequence, this character table is
used by the Index Generator. Refer to Appendix E in
this guide for information on changing the ASCII
collating sequence.

You may use the same word to begin separate phrases. For
example:

call functions
call entry function in glossary
call error function

Each phrase above is listed separately with its page
numbers, if any.

Each entry should be unique, and not the beginning of
another phrase. If you include a word or phrase that
begins another phrase in the word-list document, the
results may not be what you expect. Two examples are
given below.

In this first example, the word “call” is added as a
scparate entry after the phrases beginning with the word
“call.” All occurrences of the first three phrases are
matched. However, all occurrences of “call” as a
scparate word are not matched.

call functions

call entry function in glossary
call error function

call
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INSERT
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However, if you put the word “call” at the beginning of
the list, you do not match any phrases that occur later
in the list beginning with the same word. In the example
below, only the word “call” is matched, and it is matched
in all occurrences. No match is made with the three
phrases following “call.”

call

call functions

call entry function in glossary
call error function

1. From the Document Processing Tools menu, select
Index Generator.

2. Type the name of the input document and press

RETURN.

3.  Type the name of the word list document and press
RETURN.

4. Type the name of the output document and press
EXECUTE.

5. When the process is complete, the Document

Processing Tools menu is displayed.

6. Press CANCEL to return to the Main menu.

1. From any <ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>