





software dealer. Some computers, notably the Osborne 01
portable, come supplied with WordStar and MailMerge.

MailMerge is not a fully automated program for mailing
and merging operations. It is a set of tools for building your
own automated operations — in a way, it is like a program-
ming language.

Before this puts you off — “you say it’s like a program-
ming language? Oh no!!” — keep in mind that MailMerge is
very inexpensive compared to more sophisticated mailing list
and data base management programs. Some systems come
already supplied with MailMerge and WordStar, and if you
take the time to learn how to use them, you can perform so-
phisticated operations with these packages.

You put MailMerge commands in your text files to control
how text will be printed. You also put MailMerge commands
in special command files to control the printing operation.
These commands consist of variables (similar to “string var-
iables” in programming languages) and precise controls over
margins and printing effects.

MailMerge helps you create form letters with the correct
names and addresses from a data file, and print the names
and addresses onto mailing labels. MailMerge will also let
you control the printing of several files in succession (as in
chapters of a book), merge files of “boilerplate” text with
your documents, set up form letter or document printing op-
erations to be handled by an operator, and even override
WordStar’s print settings for special print operations.

MailMerge is not a data base management system, nor is
it even a mailing list maintenance program. MailMerge is an
extension to WordStar that lets you use WordStar to create
the form letters, mailing lists, and boilerplate files.

MailMerge is a sophisticated version of the typical Word-
Star print operation. Rather than typing P from WordStar’s
no- file menu for standard printing, you type M for the Mail-
Merge command which performs the printing for you.

In addition to normal printing, MailMerge can read data
fields from any textual data file. It can read a name, address
and zip code from a mailing list if it knows the order of the
data. It cannot, however, maintain mailing lists by itself.

You create your form letters, “boilerplate” paragraphs
and other documents with WordStar. You can also type
names and addresses “data entry style” using a MailMerge
command file, as we show later in “MailMerge Automa-
tion.” DataStar, another program from MicroPro, lets you
define a screen for data entry (not described in this article —
perhaps in a future issue).

MailMerge acts like a smart printing command that
knows how to substitute real data words for variables, re-
form the paragraph where the substitution occurred, and
print the result. MailMerge is also smart enough to change
left margins, reset justification or ragged-right margins, and
override other WordStar printing commands imbedded in
the text you are printing.

MailMerge is not, however, a fully automated form letter
printing system or mailing label printing system. You can
turn it into one by using MailMerge’s commands imbedded
in your text files. You can also set up automated print oper-
ations using MailMerge commands in a command file.

Caution... v

Aword to the wise and foolish: experiment first before typ-
ing a long mailing list, form letter, or set of boilerplate files.

Get familiar with your printer before performing experi-
ments. For example, see if your printer handles continuous
form paper, which has perforated margins with holes for con-
tinuous paper feeding (your printer needs a “tractor feed”
contraption to handle the continuous forms). If it does, we
recommend using continuous forms because they are quicker
to use than single sheets (unless you have an automatic sheet
feeder).

If you intend to print onto mailing labels, a tractor feed
mechanism is essential. Most label “sets” supplied for print-
ers are attached to continuous forms with perforated margins
for use with tractor feed mechanisms. Without the tractor
feed, the labels may ““drift” during printing.

Without a tractor feed mechanism and continuous forms
paper (or sheet feeder), you have no choice but to use single
sheets of paper in your printer, and you must always type Y
(for yes) in answer to the PAUSE FOR PAPER CHANGE BE-
TWEEN PAGES question when WordStar (or MailMerge)
asks it. If you don’t, you risk damaging your printer’s platen
by printing on it directly when there is no paper.

Whatever printing experiments you try with the WordStar
or MailMerge print commands, be they slightly “buggy,” a
little sloppy, or downright abominable, you can always stop
printing from WordStar or MailMerge by pressing P (or 1 KP
from within WordStar’s editing mode) to STOP PRINT.

Symbols and Typeface Conventions

In examples and text we use this typeface to show com-
mands and text you type at your keyboard, and this typeface
to show system messages.

We use the special “ & ” symbol for the RETURN key
(CR or ENTER on some keyboards), and the up-arrow
(““ 1 ) symbol for the Control key (CNTL, CTRL or ALT
on some keyboards).

In addition, in this article we show the WordStar symbols
usually displayed at the far right side of your screen:

M shows the end of a MailMerge command.
P preceded by a line of dashes shows a page break.
( shows a hard RETURN (a typed RETURN, not a

-~ “soft” RETURN inserted by WordStar to re-form

paragraphs).

+  shows a line extended past the right margin.
shows the end of the file (displayed after the last line of
the file).

These symbols are shown in all examples and listings of
WordStar files; however, they do not appear in printed
results.

MailMerge Commands

You select the MailMerge command from the no-file
menu. MailMerge acts as a “smart” printing command.
MailMerge will not only print the file — it will also perform
functions specified in “dot” commands in the file.

Dot commands are used in WordStar text files to control
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printing and pagination. You may already be familiar with
such commands as .PA to end a printed page, or .OP to omit
page numbers while printing.

WordStar “dot” commands are so-called because they be-
gin with a “dot,” better known as a period, in the first column
position of a line of text. Since you never start a line of text
with a period, WordStar and MailMerge automatically react
to such lines of text and treat them as special commands.

MailMerge understands a certain limited language con-
sisting of the WordStar and MailMerge dot commands im-
bedded in your documents (displayed when you edit your
documents, but normally not printed).

To use MailMerge’s dot commands, you should already be
familiar with WordStar’s dot commands (see User’s Guide
#2). We include several WordStar dot commands in this tuto-
rial because they are necessary for certain MailMerge
operations.

Dot commands on the whole are not very forgiving. If you
make a typing mistake, or use the wrong dot command, or ne-
glect to use appropriate commands you haven’t learned yet,
you may end up printing gibberish and wasting paper.

Setting Up MailMerge

MailMerge is supplied in a file called MAILMRGE.OVR
on a disk with many sample form letters, lists, etc. Torun Word-
Star and MailMerge, you need your WordStar program files
(WS.COM or whatever you’ve named it, WSOVLY1.OVR,
and WSMSGS.OVR), and the MailMerge overlay file
(MAILMRGE.OVR).

We suggest that you use your CP/M system disk in drive
A (containing PIP and other CP/M utility-programs) for the
complete WordStar/MailMerge program and overlay files.

‘Osborne users have no trouble fitting these files within the
80K of available space on Osborne system disks. (MailMerge
is called MERGPRIN.OVR on the Osborne).

Whether or not you have room on your system disk for oth-
er files, you should use drive B for text files and mailing lists.
Typical operations are simplified by following certain con-
ventions, like using drive B for text and data files, and drive A
for programs and utility commands.

The following example shows how you can use PIP (on the
system disk in drive A) to copy MAILMRGE.OVR from the
supplied master disk to another disk containing the rest of the
WordStar program:

1.  Place your working WordStar — CP/M system disk in
drive B, then move to drive B and type a Control-C
(hold down CTRL, CNTL or ALT, and type C). Then
move back to drive A.

A)B: o
B){C
B)A: O
A)

2. UsePIP to copy all overlay files (files with the “.OVR”
extension) to the WordStar program disk. First type
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PIP and press RETURN:
A)PIPO

3.  When the asterisk (*) appears, replace your system
disk in drive A with the MailMerge master disk. Then
type this expression:

*B:=A:*.OVRP

4.  When the asterisk reappears, press RETURN to leave
the PIP program:

*o
A)

Place your WordStar/MailMerge — CP/M system disk
in drive A. When you are ready to start WordStar, put your
text — mailing list disk in drive B, then change to drive B (us-
ing the B:© command). Perform a Control-C (hold down
CNTL, CTRL or ALT, and type a C) to “wake up” the disk
in drive B, and start WordStar from drive B:

A)B: 2
B)tC
B)A:WS O

To run MailMerge, type M while in the no-file menu. The
action is similar to selecting the P option for printing.

By the way, you should run MailMerge only after putting
MailMerge commands and codes in your text files. You use
WordStar to write boilerplate text, form letters, small mail-
ing lists, or other data files. You can use other programs for
data entry, such as DataStar, if these programs can produce
files in MailMerge’s format.

What Is a Form Letter?

You probably get them in the mail — “personalized” form
letters that include your name or company name within the
body of the letter. You get them from slick magazines, insur-
ance companies, sweepstakes forms, etc. Now, with Mail-
Merge, you can send your own form letters.

In the broadest sense, a form letter is a letter that has a
general form and is used as a model for specific letters. The
form letter would have all of the information except specific
names, addresses, company names, etc.

You create the form letter with WordStar, and type the
specific data in another separate WordStar file. Use Mail-
Merge to print specific letters by printing a form letter. Mail-
Merge substitutes the specific data for the generalized data
fields in the form letter.

Variables

Use WordStar to type a form letter like the one shown in
figure 1. Our sample form letter (figure 1) has variables
(data fields) such as &Name&, &Addr1&, &Date&, etc., that
you would want to use in your form letter. Our sample is a
form letter freelance writers can use to query editors of var-
ious magazines.



&Date&

&Name&
&Magazine&
&Addrl&

&Addr2&

&City&, &State& &Zip&

Dear &Namek,

in &Magazine&? I
rights.

query to other magazines.
free to call me at any time.

&Postscript&

Would you like an article titled "&ArticleTitle&" for publication
am prepared to sell first and second

If you are interested please respond quickly, as I plan to send a
Thank you for your attention.

AAAANAAANAAANAN

serial

A A

Feel

Sincerely,
Lance Prolific

A A A A AA

Figure 1. A sample form letter with variables (& Name&, & Addrl &, etc.).

Form letter variables always take this form: &Nameg&,
where Name describes the data item (from a data file or
typed at a later time) to be substituted for the variable in the
text.

Variable names (words or phrases between the & symbols)
cannot be longer than 40 characters, and must begin with a
letter. The rest of the name can consist of letters, numbers, or
hyphens, but no other symbols or spaces. Use descriptive
names such as &City&, &Zip& and &ArticleTitle&. Use UP-
PER and lower case letters where necessary to identify ob-
scure variables.

You can create a form letter, and change it at any time to
reflect changes in your data files, or to add more variables.
We recommend that you first create an all-purpose, or proto-
type form letter with variables but without MailMerge
codes, then add MailMerge codes to copies of this prototype
letter, making each copy a form letter for each general
application.

For example, a prototype letter for making editorial inqui-
ries could be copied and modified into several different form
letters — one for science fiction magazines, one for computer
magazines, one for popular magazines, one for newspapers,
etc. You may have different mailing lists to use with these let-
ters — one for sci-fi magazines, one for computer magazines,
etc.

While creating your form letter, you should keep track of
your variables by making a list of each item. You should also
decide how the data should be printed. For example, we chose
to have two address variables — &Addr1& and &Addr2& — to

accommodate long addresses and apartment or suite
numbers.
We would make the following list when creating the form

letter in figure 1:
Date
Editor’s Name
Magazine
Addr1

Street address or box number.
Addr2

Optional apt. or suite number, or foreign address.
City '

City, or province and city if not in U.S.A.
State

Two-letter code for U.S. state (or country name).
Zip

U.S. zip code, Canadian zip code, etc.
Article Title

Title of the article or work for sale.
Postscript

Optional P.S. at the end of the letter.

The form letter in figure 1 is a prototype letter for use in
different MailMerge activities. Before adding any more in-
formation that would make it a form letter for a MailMerge
activity, you should save the letter in a disk file. Use a file-
name that identifies the file as containing the most general
form of the form letter (e.g., FORMZERO.LTR).

Before making the letter specific enough to use in a Mail-
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Merge activity, you should learn more about how MailMerge
can find specific data from a file containing a mailing list.

What Is a Mailing List?

There are many different ways to keep and maintain a
mailing list with a computer. To use MailMerge, you must al-
ready have a mailing list — MailMerge simply captures
names, addresses and other data items to print form letters or
mailing labels.

Since mailing lists can take many different forms, this
question must be re-phrased to “What does MailMerge ex-
pect a mailing list to be?”

MailMerge expects a mailing list to be a CP/M data file,
with each item of data separated from the next by a comma
or a RETURN key (called a “carriage return,” CR or RE-
TURN on some keyboards and in some manuals). Usually
RETURN is used to end a set of data items called a record.

A data item can be a word, a number, a set of digits and
characters in a row, a partial word or alphanumeric code, a
blank space, or nothing at all! A null value (which is not the
number zero but the absence of any value or character) is an
item of “nothing.” ;

You can use WordStar to type data items, one after an-
other, into a file. MailMerge assumes that each item is sepa-
rated from the next one by a comma or a RETURN key.

The convention of using commas or the RETURN key to
separate data items (data values) is not MailMerge’s own
particular convention — it is one which is followed by many
different CP/M-compatible programs, especially BASIC
programs that write data to a file using PRINT or PRINT
FILE statements.

Your mailing list can be as simple or as complex as your
needs. You can even keep versions of one mailing list, each in
a different format (for different activities); however, updat-
ing each version might be a problem.

To use any mailing list with MailMerge, the data items in
each record must be separated by commas and/or RETURN
keys, and they must be in exactly the same order in each re-
cord. Usually commas are used within a record, and RE-
TURN is used to end the record. You must know the order of
the data items to use MailMerge commands.

Data Records

You can type a mailing list into a file using WordStar, or
you can set up more sophisticated-looking data entry screens
using DataStar. Somewhere between these extremes is the
ability to create “data entry screens” with MailMerge, as de-
scribed later.

If you are using WordStar, you should use non-document
mode (the N option from WordStar’s “no-file” menu) to en-
ter the mailing list data.

Why use non-document mode? You don’t want WordStar
to insert extra spaces or RETURN keys to justify your lines
of text. RETURN is used to separate data items, and extra
spaces would show up in the form letter as data.

You should end each set of items with a comma, followed
by RETURN. RETURN marks the end of a set of data
items (a record). Each record can be a different size, but you
organize each record to have the same number of data items
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— e.g., each would have the magazine name, editor’s name,
address line 1, address line 2, city, state, and zip code data
items.

To type such records, you should reset your right margin to
the highest number of columns — 240. This will allow your
records to hold at least 240 characters, including commas
used as separators. To change the right margin, type 1 OR fol-
lowed by 240 (To type 1 OR, hold down your Control key and
type R). ‘

Here are three such records (not real magazines or
editors):

.BIT-THE-DUST,Mark Ettinghype,500 Pages Ave.,Suite E,Nashua,NH,00459, 2
KILOBORED, Wayne Blue,450 Pages Ave.,Suite B,Nashua,NH,00459, )
PC Universe,Don Newage,Merincourt Lane,,Larksparrow,CA,94602, o

All three records end with a comma, followed by RE-
TURN. Although you can use RETURN by itself to sepa-
rate data items within a record, we do not advise it unless
some of your records will have more than 240 characters (we
don’t advise having such large records, either).

If the last data item of a record happens to be a blank, and
you press RETURN to end the record without ending the last
data item with a comma, MailMerge may skip the data item
and use the first field of the next record as the last field of the
previous one (got that?).

In other words, use a comma after the last field, and be-
fore the RETURN. MailMerge sees a comma and RE-
TURN, and considers it to be the end of the record.

What if you want a comma to be part of your data item? If
you use quotation marks (“’’)to “quote” the entire item,
MailMerge will recognize that the entire item is contained
within quotation marks (including the comma within them).

For example, if the address included a company name
such as “Blue Inc., 450 Pages Ave.,” you could type the entire
address, including comma, within quotation marks:

KILOBORED,Wayne Blue,“Blue Inc., 450 Pages Ave.”,Suite
B,Nashua,NH,00459, © (

The entire data item includes the comma in “Blue Inc.,
450 Pages Ave.” because the entire data item is enclosed
within quotes.

In the third record, there are two commas after Merincourt
Lane. Our variable list includes an Addr2 variable for an op-
tional apartment or suite number, or long addresses that will
not fit on a single line of a mailing label.

Since this record has no need of the optional address field,
we don’t use it; however, we have to leave a null value in that
data field. Consequently, there are two commas, with a null
value for the data field defined by them.

Placement of data fields is very important. Your Mail-
Merge commands will decide the order of the information,
and you must use that same order in all records.

We start each record with the magazine name and then
the editor’s name (for the &Magazine& and &Name& varia-
bles). This order makes it easier to to sort records by alpha-
betically magazine name.



BIT-THE-DUST,Mark Ettinghype,500 Pages Ave.,Suite E,Nashua,NH,00459, <
KILOBORED, Wayne Blue, "Blue Inc., 450 Pages Ave.",Suite B,Nashua,NH, 00459, <
PC Universe,Don Newage,Merincourt Lane,,Larksparrow,CA, 94602, <
PC Globe,Skip Collegiate,1199 Fourth St.,,San Referral,CA, 94901, <
PC Corridor,Nancy Dogooder,2765 Maynard Way,,Sangria,CA, 92103, <
VaporWare Magazine,Knot Readiyett,P.0O. Box 594-E,,San Quentin,CA, 94901, <
Electronic Junkmail,Ralph Spoilsport,3339 Bulkrate Road,Dept.3C,El Modem,+
InfoDull,Dr. Gonzo,30 Liddy St.,Suite 200,Mellow Park,CA, 94025, <
Abuser's Guide,Al Batross,Compound 43C,Containment Bldg.2069,Liverless, CA+

Figure 2. A typical mailing list (with false magazines, names and addresses) to use with the form letter in figure 1.

We also placed the zip code field in a strategic place — at
the end of each record — for later sorting by zip code. It
makes sense to know exactly where each piece of data is lo-
cated on the data line, so that you can find specific data and
sort your data based on any one of the data fields.

Sorting is accomplished only with separate programs, like
SuperSORT (from MicroPro International), which sorts
ASCII text files (to be described in a future issue of User’s
Guide).

Anexample of our mailing list file is shown in figure 2. We
deliberately altered magazine names, addresses, and so on, to
provide generic examples of the types of information Mail-
Merge can accommodate. Please do not take these names,
addresses or magazines literally!

Do not separate data lines with blank lines, especially be-
tween records, since a blank line is interpreted as a data item
(it ends with a RETURN). A record must have the same
number of data items in the same sequence, so that Mail-
Merge can find the proper items to substitute for variables.
Use Control-OR to set the right margin to its greatest value,
240, to prevent word-wrap in mailing list lines.

Preparing a Form Letter

Make a copy of your prototype letter to use in your Mail-
Merge experiments. Save your letter by typing 1 KD, and type
O from WordStar’s no-file menu, then type the name of the
prototype letter (FORMZERO.LTR) and the name of the
new copy (we use QUERY.FRM for our editorial query
letter).

You can select WordStar’s document mode to edit the
copy, but turn off justification while typing in the MailMerge
commands (use the $OJ command, where 1 stands for the
Control key). Turn justification back on again for the body of
the query letter.

Referring to the list of variables in the form letter, sepa-
rate the variables that need values from the mailing list from
the variables that need other values. List the mailing list var-
iables in the same order used to store the data items in the
mailing list:

Variables for mailing list items:
Magazine, Name, Addr1, Addr2, City, State, Zip

Variables for other items:
Article Title, Date, Postscript

With the variables separated into ones whose data come
from the mailing list, and ones whose data come from else-
where, we are ready to use two MailMerge commands: .DF
and .RV.

Define a File,
and Read Variables

The .DF command tells MailMerge which data file to use
for the data items. In this case, the data file is the mailing list
COMPUTER.MAG. '

The .RV command “reads” (substitutes) a data item for
each variable on the command line from the file named with
the .DF command.

Type the following command lines at the beginning of
your form letter, using your variable names and the name of
the file containing your mailing list (COMPUTER.MAG is
the name of our list). Each command must start with a peri-
od, also known as a ““dot” (.), in column one of the command
line:

.DF B:COMPUTER.MAG ~ M
.RV Magazine,Name,Addr1,Addr2,City,State,Zip> M

After typing these commands, WordStar may change the
page break display, or tell you to move the cursor back to the
beginning of the file to recalculate the page length. Do not be
alarmed by this — WordStar’s and MailMerge’s dot com-
mands are not counted as lines of real text (since they won’t
be printed, either), and each time you type a dot command,
WordStar must recalculate the printed page breaks.

Whenever you type a period or dot (.) in column one,
WordStar displays a question mark (?) at the far right side of
the screen on that line. When you finish typing a MailMerge
dot command, the question mark changes to an M to denote a
MailMerge command.

The .DF (“Data File”) command defines B:COMPUTER-
.MAG as the data file. Although we use drive B as the
“logged” disk for text files, we still specify the B: to make
sure the right disk is chosen for the file.

If you want a more generic definition for the data file, you
can leave off the drive letter prefix. This would take away the
requirement that the file reside on drive B, and let you store
the file on the “logged” disk.

We typed our variable names in .RV command to coincide
exactly with the order of data items in our mailing list file
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(shown in figure 2). We also use RETURN to end the .RV
command line, imitating the use of RETURN at the end of
each mailing list record.

The .RV command must account for every variable that
needs a data item from the mailing list. The .RV commands
must also have variables that correspond to each data item in
a record of the mailing list — from company name to zip code
— whether or not the data items are used in the form letter.

For example, if your form letter uses only the name and zip
code data items, you still have to have a variable for every
item in the record — therefore, you would have to use the .RV
command as shown.

Ask For a Variable

There are three variables in the form letter, &ArticleTitle&,
&Date& and &Postscript&, which are not yet satisfied. These
data items are not in the mailing list file for good reason: they
may change for each specific letter.

The .AVcommand (“ask for variable”) lets you define var-
iables that will receive values you will type when you execute
the MailMerge command to print specific letters. For each
letter, the .AV commands ask for values:

AV ArticleTitle & M
.AV Date O M
.AV Postscript o M

Figure 3 shows the form letter which, at this stage of evo-
lution, which has MailMerge commands for getting informa-
tion from a mailing list and more information from the

keyboard.

NOTE
We assume you have a two-drive system, that your WordStar
program files are on the disk in drive A with other system and
program files, and that your-text files, form letters and mail-
ing lists are on disks in drive B; therefore, our form letter and
mailing list files are assumed to be in drive B. If you use a
single-drive system, or your disk drives are set up in a differ-
ent way, be sure to change the .DF command in QUER-
Y.LTR to the appropriate drive letter prefix. Use no prefix if
your “logged” disk contains the form letter and mailing list.

A MailMerge Experiment

If you followed the examples so far, and have the equiv-
alent of a COMPUTER.MAG file (mailing list shown in fig-
ure 2) and a form letter QUERY.LTR (shown in figure 3),
and QUERY.LTR has the appropriate .RV, .DF and .AV com-
mands, you should plunge ahead into experimentation by se-
lecting the M command from WordStar’s “no-file”” menu.

Similar to the printing command, M for MailMerge starts
by asking for the file to MERGE/PRINT, and then asks a series
of questions about the printing operation. If you don’t want
to waste paper, and you have at least 24K of disk space on
your text file disk, you should answer the following question
with a Y for yes, and the name of a file to hold the experimen-
tal “printable” output:

DISK FILE OUTPUT (Y/N)? Yo
OUTPUT FILE NAME? RESULTS

.DF B:COMPUTER.MAG

.AV ArticleTitle
.AV Date

.AV Postscript
&Date&

&Name&
&Magazine&
&Addrla

&AddAr2&

&City&, &State& &Zip&

Dear &Namek&,

in &Magazine&? I
rights.

a query to other magazines.
free to call me at any time.

&Postscript&

.RV Magazine,Name,Addrl,Addr2,City,State,Zip

Would you like an article titled "&ArticleTitle&" for publication
am prepared to sell first and second

If you are interested please respond quickly, as I plan to send
Thank you for your attention.

AAAAAAAAAARRREIRZRR

serial

Feel

Sincerely,
Lance Prolific

A A A A AA

Figure 3. Our form letter (QUERY.LTR) with MailMerge commands and variables, ready for an experiment.
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The rest of the questions can be answered simply by press-
ing RETURN for each question. If you are brave (or foolish)
enough to actually print the results (if you pressed RETURN
only, or typed N to the above question), you can always stop
the printing operation by typing a Pwhile the printer is print-
ing (not while the computer is asking questions).

How many specific letters will MailMerge print? Mail-
Merge will print a version of the form letter for every data
record in the data file defined in the .DF command. To Mail-
Merge, a data record is one complete pass through all .RV
commands to read values for variables.

Before MailMerge starts “printing” the specific letters, it
will display the following messages for the ArticleTitle, Date
and Postscript variables in the .AV commands.

Respond as shown for the first three questions, then use
Control-R followed by RETURN to repeat the answers for
each question:

ArticleTitle? Confessions of a High Priest of Jargon &
Date? February 5, 1983 O

Postscript? Computerspeak explained in this article! &
ArticleTitle? 1R Confessions of a High Priest of Jargon O
Date? {R February 5,1983 O

Postscript? tR Computerspeak explained in this article! o

NN N N N A

Nine letters should be “printed,” since there are nine data
records in COMPUTER.MAG at this time. MailMerge will
print a specific letter for each one, up to the last one, unless
you stop printing by pressing P.

NOTE
You cannot interrupt the MailMerge operation when Mail-

Merge is asking a question. If you want to interrupt or stop a
printing session, answer the question somehow, and press
RETURN, and then immediately press P before it has a
chance to ask another question!

Results

If you performed this experiment, you will learn a lot
about MailMerge by checking your results. By using Word-
Star, another text editor (like ED), or using only the TYPE
command, you can take a look at the RESULTS file which
holds the printable output from the experiment.

Figure 4 shows the first letter of the RESULTS file. Do
not be alarmed by the placement of the letter on your elec-
tronic page — the entire letter is offset eight spaces from the
left margin because, in all printing operations, WordStar and
MailMerge use a page offset value of eight spaces from the
extreme left side of the paper.

This action is correct for paper pages, but this electronic
page holding the results is not suitable for printing. Delete
these eight spaces from every line, and you’ll see the letter as
it should look on an electronic page. (Page offset is controlled
by the .POcommand, used in “Mailing Labels” examples lat-
er in this article.)

One feature shows itself in these results: MailMerge
knows how to substitute different size data items (BIT-THE-
DUST and Abuser’s Guide) for the same variable (&Maga-
zine&), and it automatically re-forms paragraphs after
doing the substitutions. MailMerge substitutes new data,
and also right-justifies the lines of the letter.

Since you intend to use many different size article titles,
you should edit your QUERY.LTR file and place soft hy-
phens between large words like “publication” and “maga-
zine.” When MailMerge re-forms paragraphs, it cannot ask

February 5, 1983
Mark Ettinghype
BIT-THE-DUST

500 Pages Ave.
Suite E
Nashua, NH 00459
Dear Mark Ettinghype,

Would you like an article titled
Jargon"
first and second serial rights.

query to other magazines.
free to call me at any time.

for publication in BIT-THE-DUST? 1

If you are interested please respond quickly,
Thank you for your

Computerspeak explained in this article!

of a High Priest of
am prepared to sell

"Confessions

as I plan to send a
attention. Feel

Sincerely,
Lance Prolific

Figure d. The first specific letter inthe RESULTS file, created from the form letter (QUERY.LTR), with MailMerge substituting names and address-
es from a mailing list (COMPUTER.MAG), asking for values from the keyboard, and re-forming lines after making the substitutions.

©1983 TUG, Inc., User’s Guide #3 63



you to supply such hyphens during printing. You can put
them in before printing, usmg the 1 OE command to turn soft
hyphens on.

A problem that shows up in the RESULTS file is the awk-
ward page breaks and page numbers. Letters are “printed”
into the file without page breaks in appropriate places, and
page numbers are incremented for each new letter. You will
use WordStar dot commands (next section) to fix these
problems.

Another problem (or feature) is the blank line that some-
times occurs for the second address variable &Addr2&. Some-
times this variable does not have a value, and MailMerge
leaves a blank line. Some people may not care about this; if
you do, you can customize your form letter to take care of this
problem, as described later in this article. However, be fore-
warned that the fix to this problem makes it nearly impossi-
ble to print on two-across or three-across mailing labels
without some errors.

Controlling Pagmg

To prepare the form letter for the actual prmtmg of spec1f-
ic letters, you need to include two WordStar commands: .OP
to turn off page numbering (since your form letter is only one
page), and .PA to cause each letter to start on a new page.

The problem is this: the .DF and .RV commands, which
cause repeated processing of a form letter with different val-
ues for variables, does not alter the page numbering. There-
fore, if you are printing 100 one-page letters using a form
letter and a mailing list, and you don’t use .OP or .PN com-
mands, each letter will have a page number (the first will be
page one, the fiftieth will be page 50, etc.).

The .OP command simply omits page numbers. This is ex-
tremely useful for printing one-page letters, mailing labels,
or envelopes, since no page numbers are used:

OPO (

If your form letter is longer than one page, use the .OP
command on the first page to omit the page number, and then
use the .PN 2 command at the top of page two of the form
letter, to make sure that the second page of each letter is
numbered 2. Any page after page two is numbered consecu-
tively from 2:

N2 O (

(Although the first page of a letter is usually unnumbered
and an .OPcommand is used, you can, if you wish, put the .PN
1command at the top of page one to number all pages proper-
ly. You would not need the .PN command on any other page.)

In addition, you will want each letter to begin on a new
page. A final .PA command at the end of the form letter
forces the page out of the printer, to start the next print oper-
ation at the top of the next page. The .PA command is also
used in the envelope form, to force the envelope out of the
printer:

PAD (
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Always put .OP or .PN commands at the very top of a page
or beginning of the file. Always put a .PA command at the
very end of the form letter.

If you forget to use the .OP or PN command each letter
will be numbered consecutively from the first letter. You
may, in fact, use this number to number each letter if you so
wish (use a WordStar .FO footer or .HE header, with #, to
place the page number in a footer or header).

Other problems will occur if you leave trailing spaces at
the end of the form letter. Always end form letters with a RE-
TURN key. To make sure you have no extra spaces at the
end, use the 1@C command to move the cursor to the end of
the file, and press RETURN to create a blank line with no
spaces.

Prmtmg a Form Letter

To print the specific letters, load your printer with paper,
get it ready to print, and press M from WordStar’s “no-file”
menu to execute MailMerge. Answer the questions appropri-
ately for your printer — using the RETURN key to select the
“default” pre-set answers. However, if you are not using con-
tinuous form paper (e.g., if you're using letterhead or statio-
nery), be sure to answer Y to the following question when it
appears:

PAUSE FOR PAPER CHANGE BETWEEN PAGES
(Y/N)? Y

This pause between printed pages will allow you to insert
another blank page for printing. To continue printing after
inserting the blank page, press P.

To stop the printing at any time (except when answering
WordStar’s or MailMerge’s questions), press P. WordStar
will tell you to type either:

. Y to stop printing altogether (“abandon”). You must
choose this if you want to edit the file you are printing.

. N to resume printing (before typing N you can make
printer or paper adjustments).

. 1 U (Control key and V) to hold and perform editing or
other functions with another file (return to printing
from where you left off by pressing P again).

. NOTE

The question NUMBER OF COPIES does not refer to the
number of specific letters — it refers to the number of
copies of each letter. For example, assume your mailing
list has nine records. If you answer the NUMBER OF
COPIES question with 7 (or press RETURN), one spe-
cific letter is printed for each record, nine in total. If
you answer with 9, nine specific letters are printed for
each record, totaling 81 letters!

Since MailMerge prints a letter for every data record in
the data file, the only way to print a letter for just a few re-
cords is to change the .DF command to define a data file that



is a subset of the entire mailing list data file. This subset file
would contain only the records for which you want to print
letters.

You could keep your large mailing list in a master data file
(perhaps titled MASTER.MAG), and copy a subset of
MASTER.MAG to COMPUTER.MAG (leaving MAS-
TER.MAG intact). To print letters for other magazines
(such as SCI-FI.MAG, another subset of MASTER.MAQG),
you have to change the .DF command in QUERY.LTR to
specify SCI-FI.MAG. Of course, we show a more automated
approach later in this article.

Setting a Variable
For Several Letters

What if I want the same article title, date and postscrzpt
Jor all of the specific letters?

You can set the value of these variables in the form letter
using .SV (“Set Value”) commands:

.SVArticleTitle,Confessions of a High Priest of Jargon© M
.SV Date, February 5, 1983 2 M
.SV Postscript,Computerspeak explained in this article! & M

To change the information for the printing operation (and
for each letter you print), you only need to edit the .SV com-
mands in the form letter.

(In “MailMerge Automation” later in this article, we
show an automated method of controlling the print oper-
ation, including a way to type a new date and postscript once
for the entire print operation.)

Using Temporary Files

What if I want a different postscript for only two of the
letters, and the usual postscript for the rest of them?

The easiest way to handle this is to single out the records
in the mailing list for which you want to print a different
postscript. Using WordStar’s block marker (1KB for begin-
ning, tKK for ending) and block write (1KW) commands,
mark each special record as a block and write the block to a
temporary data file.

The first step toward automating your MailMerge oper-
ations is to create a temporary file for every operation. You
can call the file LIST-IN. Copy whatever list you want, such
as COMPUTER.MAG, to LIST-IN and delete the records
you do not want to print, leaving only the printable ones.

In QUERY.LTR, change the .DF command to define the
filename LIST-IN. Whenever you are ready to run a Mail-
Merge operation, remember to create a new LIST-IN file to
hold a copy of the list. Change the .SV commands before each
printing run, using a different LIST-IN file for each run.

The key to managing these activities is to keep a master
mailing list data file such as MASTER.MAG, that contains
the records untouched. COMPUTER.MAG, SCI-FI.MAG
and other subsets should be available on disk. LIST-IN
should be used as a temporary file to hold whatever list re-
cords are to be printed in a MailMerge operation.

If you intend to use more substantial mailing lists, you
may have guessed by now that using a temporary file for

large operations will eat up valuable disk space on your limit-
ed floppy disk-based system. Move on to discover more Mail-
Merge commands that can help you automate these
operations for larger applications.

Displaying Messages

How can I find out which magazine query is about to be
printed, to know what postscript to write?

Those of you who want to write a different postscript for
each company must use the .AV command shown before to
ask for a value for the postscript:

.AV Postscript > M

You can also use the .DM (“Display Message”’) command
to display the magazine name before asking for the post-
script. After the .RVcommands, but before the .AV Postscript
command, type the following command:

.DM &Magazine&, Editor is &Name& O M

MailMerge will substitute the current data values for the
magazine name and editor’s name, before displaying the en-
tire message. The message lets you know which letter is about
to be printed, so that you can type a suitable postscript. If you
wish, you can type no postscript by pressing RETURN.

Skipping Empty Variables

How can I have MailMerge skip any empty variables?

This is tricky, because you have to use a “feature” of Mail-
Merge that actually causes more trouble if you try to print
the fields of several records across a page (as you would do if
you were printing more than one mailing label across a page).

To show an example of this “feature,” you can change the
&Addr2& variable in the form letter so that if there is no sec-
ond optional address line (between the street address or box
number and the city — usually used for apartment or suite
numbers), the line does not appear as a blank line. Change
the &Addr2& variable to &Addr2/0& (using the letter O, not
zero). Addresses that do not take up three lines will only take
up two lines, rather than leave a blank line in the middle.

This /O feature should not be used if you plan on printing
more than one mailing label across a page. It works in this
context because &Addr2/0& in the form letter sits on its own
line by itself.

Figure 5 shows the form letter with all the trimmings. In-
cluded is an opening comment line — ..Form Letter to Query -
Magazine Editors. Any line starting with two periods (rather
than one period) is recognized as a comment line about the
file.

/
Printing on Envelopes ‘

If you have a data file of names and addresses, there will
come a time when you will want to print at least some of these
names and addresses on envelopes (mailing labels are dis-
cussed next). Assuming your LIST-IN data file is set up like
COMPUTER.MAG, the “envelope form” shown in figure 6
will assemble each name and address for suitable printing on
envelopes.
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..Form Letter to Query Magazine Editors <
.OP <
.SV Date, February 5, 1983 M
.8V ArticleTitle,Confessions of a High Priest of Jargon M
.DF B:LIST-IN M
.RV Magazine,Name,Addrl,Addr2,City,State,Zip M
.DM &Magazine&, Editor is &Name& M
.AV Postscript M
&Date& <
<
&Name& <
&Magazine& <
&Addrlé& <
&Addr2/0& <
&City&, &State& &Zip& <
<
Dear &Namek, <
<
Would you like an article titled "&ArticleTitle&" for publication
in &Magazine&? I am prepared to sell first and second serial
rights. <
<
If you are interested please respond quickly, as I plan to send
a query to other magazines. Thank you for your attention. Feel
free to call me at any time. <
<
Sincerely, <
Lance Prolific <
<
&Postscript& <
<
.PA <
____________________________________________________________________ P

Figure 5. Our form letter in its final form, with the necessary dot commands for omitting page numbers and breaking each page. Also included is the
SV command to set the date variable once, the DM command to display a message (each company, product and name as they are read), and the . AV

command to ask for a postscript for each letter.

The envelope form includes the return address; omit these
lines if your envelopes have preprinted return addresses.

Printing Controls

In WordStar, column one of your display (your displayed
left margin) does not correspond to the edge of the printed
page. WordStar automatically moves the printing element to
the right by a page offset value — usually set to eight col-
umns (approximately four-fifths of an inch). You can change
this offset with the'.PO command to start printing closer to
the edge of the paper.

To control the left margin in the envelope form in figure 6,
we use the .PO 0 (zero) command. This sets the page offset to
zero, to start the printing at the left edge of the envelope.

To control the top and bottom margins, we set the top mar-
gin to zero with an .MT command, and the bottom margin to
zero with an .MB command. Usually the top margin is three
lines and the bottom margin is eight lines. On a typical 66-
line page, these margins leave 55 lines of printed text. We set
them to zero because we do not need them.

In the envelope form in figure 6 we also use the 1€ com-
mand to create a pause between pages to allow you to insert
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an envelope. You could also accomplish this pause by answer-
ing Y to the PAUSE BETWEEN PAGES question that is asked
whenever you try to print something from WordStar (or
MailMerge).

Printing on Mailing Labels

Printing on envelopes is useful for a short mailing, but it is
too time consuming to insert envelopes for longer mailings
(unless you use continuous form envelopes). Continuous
mailing label sheets were invented for such operations.

Mailing label sheets are described as *““one-across,” “two-
across,” “three-across,” etc. (or “one-up,” “two-up,” “three-
up,” etc.). A “one-across” label sheet has one column of
labels; a “two-across” sheet has two columns of labels, etc.
These labels are attached to continuous forms paper — you
need a tractor feed mechanism on your printer to feed them
properly through your printer.

We design a “label form” that puts the mailing list varia-
bles in the appropriate places for printing onto labels. This
form must have a layout that matches the labels. For exam-
ple, if your mailing labels are approximately 25 characters
wide and are in three columns across the page, your form lay-



-.Form to print on envelopes
.OP (Omit page numbers.)

.MT 0O (No top margin,
.MB 0 and no bottom margin.)
.PO O

-DF B:LIST-IN

~

C

Lance Prolific
P.O0. Box 3050
Stanford, CA 94305

(No page offset —--— printing starts at edge of envelope.)
.RV Magazine,Name,Addrl,Addr2,City,State,zip

(""C" pauses printing to let you insert envelope.)
(You could, instead, answer the printing question "PAUSE FOR
(PAPER CHANGE BETWEEN PAGES?" with

&Name&, Editor
&Magazine&
&Addrl &
&Addr2/0&
&City&, &State&

-PA (This rolls the envelope out of the printer.)

"Y" for yes.)

&Zip&

"UAAAAAAAAAAAAAAAAAAZZAAAAA

Figure 6. This form can be used with MailMerge to print the names and addresses JSrom the mailing list shown in figure 2 onto envelopes.

out must be more complicated than for labels that are only
one column on a page.

Assume you have a mailing list such as COMPUTER-
-MAG shown earlier, perhaps with company names rather
than magazine names. Your list could have any type of infor-
mation, but most lists start with an identifying keyword such
as a magazine name or company name, with name and ad-
dress information following it, and possibly additional refer-
ence information following the zip code.

To print a one-column sheet of mailing labels, use the
MailMerge commands and the form shown below. Note,
however, that you will have to experiment with the form and
possibly change its left margin, or change the page offset, to
make sure that it prints the labels properly.

One-Column Labels

For the label form, we change the page offset to 1 space
with the .PO command, to start printing one space to the
right of the edge of the label paper. We also set the top mar-
gin (.MT 0) and the bottom margin (MB 0) to zero.

Note that the form does not end with a .PA command,
since the labels follow each other closely on the same page.
However, the form includes two blank lines — one at the be-
ginning of the label portion, and one at the end of the form —
because there are two blank lines between the printed lines of
a label and the printed lines of the next label.

The example also introduces comment lines. A line that
begins with at least two periods (..) is not printed, nor is it re-
garded in any way as a command. WordStar and MailMerge
ignore such lines altogether, enabling you to use them as
comments in your form (similar to comments in program

listings).

Comments can also be typed following WordStar and
MailMerge dot commands that either require a number, or
do not require any text or numbers following it (as shown in
the example below). You cannot use comments in dot com-
mands that require variable names, file names, or other text.

Figure 7 shows how the form should look after it is
completed.

..Form to print on 1-column labels O
.OP (Omit page numbers.) O
PO 1 (Page offset 1 space in from edge of label. )
.MT 0 (No top margin, >
.MB 0  and no bottom margin.)>
.DF B:LIST-INO
-RV  Magazine,Name,Addr1,Addr2,City,St,Zip
..Blank line follows &
pn]
&Name&, EditorO
&Magazine&
&Addr1& O
&Addr2&
&City&, &St& &Zip& O
o
--end of form (blank line precedes this end comment) O

Multiple-Column Labels

To print the names and addresses from LIST-IN on a two-
column, three-column or four-column sheet of mailing labels,
you will have to use a special WordStar command that lets
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carriage returns without moving down one line. The tPO
command causes the next line to print on the same line, over-
printing the line. { PO also displays a dash (-) at the far right
side of the screen for that line.

You use the TAB key in the next line following the PO
command to let the carriage skip over the already-printed la-

&City1&, &St1& &Zip1&1PS
H &City2&, &St2& &Zip2&'tPo
t M &City3&, &St3& &Zip3&

o
..end of form (blank line precedes this end ¢ [/ =]

..Form to print on l-column labels <

.OP (omit page'“numbers.) <

.PO 1 (Page offset 1 space in from edge of label.) <

.MT O (No top margin, <

.MB © and no bottom margin.) <

.DF B:LIST-IN M

.RV Magazine,Name,Addrl,Addr2,City,St,Zip M

..Blank line follows <

<

&Name&, Editor <

&Magazine& <

&Addrl& <

&Addr2/0& <

&City&, &St& &Zip& <

' <

..end of form (blank line precedes this end comment) <

Figure 7. A mailing label form for a one-column sheet of mailing labels.

you overprint lines. Loseormmmnmnnns cmoeeoaee R RSt LEIE L EELLE [-craonmomnnnan ceaneane RO
For our example, we use a three-column format. First, set plank line follows > ‘
up your .RV commands in a way that captures three records o (
at once — to be able to print the data from three records hori- &Name1& 1P -
zontally, over three columns. For example, you have to print “ f‘INa’"eZ& L ENameda D (
three company names horizontally before printing their &Magazine1& 1P N
addresses. t &Magazine2& PO -
The following example shows how to type the form for L’Addm&wa K &Magazine3& o ¢
three-column labels, using the {PO command and the TAB 1 &Addr12& 1P )
key. t t &Addr13& O (
. &Addr21& 1PO -
TP‘(Control-P), fqllowed by .D (RETURN key), inserts a v I aAdr228 1D .
“carriage return” without a “line feed” so that the printer’s 1 t &Addr23& > {
(
(
+
(
{
(

bel and print the label in the next column. You could also use
spaces. You must use something, otherwise the label will
print over the previous one. (The TAB key is shown as t1be-
cause a Control-/ also functions as a TAB key on most
keyboards.)

This example also shows two new MailMerge commands:
PF (print-time line forming) and .AM (right margin control):

..Form to print on 3-column labels &

.OP (Omit page numbers.) &

PO 1 (Page offset 1 space in from edge.)

.MT 0 (No top margin, <

.MB 0 and no bottom margin.)

.PF ON O

.RM 240 (Set right margin for long lines.) <

.DF B:LIST-INO

.RV Magazine1,Name1,Addr11,Addr21,City1,St1,Zip1°

.RV Magazine2,Name2,Addr12,Addr22,City2,St2,Zip2

.RV Magazine3,Name3,Addr13,Addr23,City3,5t3,Zip3 O
o
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~Z22EEBEEE A~~~

The easiest way to line up your columns for the three-col-
umn label sheets is to create your own ruler line as shown in
the example (above the labels). Create a line of dashes just
like WordStar’s default ruler line that appears above your
text when you’re editing with WordStar; however, use only
two ! symbols to mark the two TAB key stops for the second
and third columns of labels. Type 10X (the letter “O” not
zero) to release margins and continue typing dashes past the
right margin.

To use the new line as the WordStar ruler line for margins
and tabs, type 1 OF after typing the entire ruler line. By typ-
ing a ruler line, you can set a right margin greater than your
screen width, and set variable tab stops anywhere you like. It
is certainly easier to set up a screen with two columns using
your own rulek line than it is to clear each default tab stop
with 1ON and set a new one with tol

Keep in mind, however, that the ruler line you type into
your file stays there as a line of text. After typing tOF to use
the ruler line as a margin/tab control line, you can delete the



.:Form to print on 3-column labels <
.0P (Omit page numbers.) <
.MT 0O (No top margin, <
.MB 0 and no bottom margin.) . , <
.PO 1  (Page offset 1 space from edge of label.) <
.PF ON (Turn on MailMerge page formatting.) : M
-RM 240 (Set right margin to 240 for label printing.) M
.DF B:LIST-IN ' L : M
-RV Magazinel,Namel,Addrll,Addr2l,Cityl,Stl,Zipl M
.RV Magazine2,Name2,Addr12,Addr22,City2,St2,Zip2 M
.RV Magazine3,Name3,Addrl3,Addr23,City3,St3,Zip3 M
T e e ————— o L ot +-
..ruler line, missing "L-" at beginning, now is a comment line.) <
<
&Namel&, Editor . ' -
&Name2&, Editor -
‘ &Name3&, Editor <
&Magazinel& ‘ -
&Magazine2& . - -
, ) &Magazine3& <
&Addrllsa -
&Addrl2& . -
. &Addrl13& <
&Addr2l& -
&Addr22& -
&Addr23& <
&Cityl&, &Stl& &Zipls _ -
&City2&, &St2& &Zip2& -
&City3&, &St3& &Zip3& <
<
-.end of form (blank line precedes this end comment ) <
Figure 8. A mailing label form for a three-column sheet of mailing labels.
ruler line you typed, or turn it into a comment by changing the .PF ON or .RM commands.)
theﬁrmtwmleﬁemcﬁthehne(Ldtopeﬁods(")Ifyoudon%, _
the line will appear when you print the file. (You may want to Print-time Line Forming
print the ruler line as well, to separate each set of mailing la- MailMerge re-forms each paragraph (or line ending with

bels. If you print the ruler line with the labels, you don’t need a hard RETURN) in which it performed a substitution (in

Mark Ettinghype, Editor Wayne Blue, Editor

BIT-THE-DUST KILOBORED

500 Pages Ave. Blue Inc., 450 Pages Ave.
Suite E Suite B

Nashua, NH 00459 Nashua, NH 00459

Skip Collegiate, Editor Nancy Dogooder, Editor
PC Globe PC Corridor
1199 Fourth St. 2765 Maynard Way

San Referral, CA 94901 Sangria, CA 92103

Ralph Spoilsport, Editor Dr. Gonzo, Editor

Electronic Junkmail InfoDull

3339 Bulkrate Road 30 Liddy st.

Dept. 3C Suite 200

El Modem, CA 94305 Mellow Park, CA 94025

Don Newage, Editor
PC Universe
Merincourt Lane

Larksparrow, CA 94602

Knot Readiyeﬁt, Editor
VaporWare Magazine
P.O. Box 594-E

San Quentin, CA 94901

Al Batross, Editor
Abuser's Guide
Compound 43C
Containment Bldg.2069
Liverless, CA 94050

Figure 9. The output of the mailing label form in figure 8.
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fingered the keyboard again.

itself."”

"He frowned, shuffled his feet, and would not meet my stare.
He gingerly fingered the keyboard of the new computer system,
looked around the store, looked back at the system's display,
I knew I had him.
the power over his corporate adversaries that the new system
would bring him, but he was powerless to explain his data
processing needs to a high-powered consultant.
powered consultant, and I am about to soak this bird for $7000 in
consulting fees -- more than twice the cost of the system

He longed for

I am the high-

Figure 10. The contents of the boilerplate file OPENING.BP.

the mailing label form, it re-forms every line). MailMerge
uses the length of the previous line to re-form each line.

This re-forming could work against your intentions to
print on three-column labels (especially on long addresses in
the third column, which may accidentally “wrap around” to
the next line).

If the first line in the file is a ruler line, the lines are
formed according to that line. However, for most applica-
tions you will not want to print such a ruler line. The print-
time line forming commands let you override or control
MailMerge re-forming.

MailMerge’s line-former is usually on active duty, watch-
ing for substitutions and re-forming paragraphs accordingly,
leaving other paragraphs alone. The line-forming is done “by
the discretion of MailMerge.” You need not use any special
dot commands to have line-forming performed; however,
line-forming is done according to the margins already used in
the text.

To change margin settings with the .AM (right margin)
and .LM (left margin) commands, or to change line spacing
or right-justification, you must use the MailMerge .PF ON
command to put the line-former on active duty for every line.

With line-forming on for every line, you can have Mail-
Merge re-form the entire text to fit new margins. These new
margins, line spacing, or justification settings are in control
only during printing; the text file settings remain as they were
before the MailMerge operation.

If you used the .PF ONcommand earlier in a document to
change settings while printing, but you want to ignore the
MailMerge settings for sections of your document, type the
.PF DIS command before those sections. This cancels the
.PF ON command and returns the line-former to “discre-
tionary mode.” ;

In those extremely rare occasions when you want no line-
forming done by MailMerge, type the .PF OFF command to
put the line-former to sleep during substitutions.

Inserting Boilerplate Text

A “boilerplate” is a section of a document repeated verba-
tim in many documents. Examples are copyright and trade-
mark notices, disclaimer notices at the beginnings of
manuals, product lists included in a salesperson’s reply letter,
“stock” statements repeated in many documents, etc.
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Suppose you have just written the first draft of a manual
and you need both a disclaimer notice and a copyright notice
in your preface, but your lawyer is out of town. You can add
the message “INSERT DISCLAIMER & COPYRIGHT
NOTICE HERE” to the preface and go on working. You or
your typist will see the message later and insert boilerplate
sections.

There are two good reasons for making a section of text a
boilerplate: if the section is repeated in many documents, and
if the section is likely to change at a later date (such as a list
of available products).

Since boilerplates can be used in a variety of applications,
we’ll describe one example that follows from previous exam-
ples. Suppose, in your magazine query letter, you wanted to
include the opening paragraph of your latest article. You
would create a small text file containing the opening para-
graph of your article — a boilerplate file, perhaps called
OPENING.BP.

Using WordStar, create the OPENING.BP file to contain
the opening paragraph of the article you are trying to sell to
computer magazines. Figure 10 shows a sample opening
paragraph. Note that the file does not start with a blank line,
nor does it end with one, but the paragraph does end with a
hard RETURN.

Now you can change your query letter to include a new
command — the .FI OPENING.BP command — to insert the
boilerplate paragraph in your text at printing time. You do
not have to insert the paragraph into the query letter your-
self — MailMerge will do this automatically, before printing
each letter.

The .Fl command makes it easy to maintain a query letter
that will work with any article. You simply change the con-
tents of OPENING.BP, and run the letter using the new arti-
cle title. MailMerge takes care of the rest.

In addition to the .FI command, you can add a sentence to
the query letter that introduces the opening paragraph. Fig-
ure 11 shows the new query letter with the additional sen-
tence and .FI command.

The File Insert Command

During MailMerge operation, the .FI (file insert) com-
mand merges the entire contents of OPENING.BP with
QUERY.LTR for output to the printer or to the RESULTS



| . .Form Letter to Query Magazine Editors <
.OP <
.8V Date, February 5, 1983 M
-SV ArticleTitle,Confessions of a High Priest of Jargon M
.DF B:LIST-IN M
-RV Magazine,Name,Addrl,Addr2,City,State,Zip M
.DM &Magazine&, Editor is &Name& M
.AV Postscript M
&Date& <
&Name& <
&Magazine& <
&Addrl& <
&Addr2/0& <
&City&, &State& &Zip& <
<
Dear &Nameék, <
<

Would you like an article titled "&ArticleTitle&" for publication

in &Magazine&? I am prepared to sell first and second serial
rights. <
<

I've included the opening paragraph of "&ArticleTitle&" for your
perusal: <
<
.FI B:OPENING.RP M
<

If you are interested please respond quickly, as I plan to send
a query to other magazines. Thank you for your attention. Feel

free to call me at any time. <
<
Sincerely, <
Lance Prolific <
<
&Postscript& <
<
PA <
____________________________________________________________________ P

Figure 11. A new version of the query letter, including a file insertion command to insert a boilerplate paragraph.

file. OPENING.BP and QUERY.LTR remain untouched.

You can change the contents of OPENING.BP at any
time for any article, and use the boilerplate file with any type
of form letter.

The .FIcommand has many uses in a document because it
performs a simple task: when you print the document, the
contents of another file are substituted for the .FI command
line. This other file can be a single word, a paragraph, several
paragraphs, a list of items, or a complete document. The
merger happens only during the MailMerge operation — the
files remain separate

Use a “hard” RETURN to end an .Fl command line. A
“hard” RETURN occurs when you press the RETURN key.
WordStar displays a “hard” RETURN with the { symbol in
the far right column of a line (outside the right margin). If
the line is a MailMerge command, this symbol changes to an
M. “Soft” RETURN:S are not displayed (they are supplied
and removed by WordStar during paragraph re-form
operations).

Although you can perform tricky operations with .FI com-

mands (consult the manual before trying them), this proce-
dure should always be followed, especially if your .FI
command is the last line of your document. End the .FI com-
mand line with a “hard” RETURN, or other MailMerge
commands (especially ones that repeat the printing of docu-
ments) may malfunction without warning during printing
and cause unexpected results.

Always end the boilerplate file with a “hard” RETURN,
or you may get unexpected and unwanted results when
printing.

You can, of course, ignore this procedure if you’ve read the
manual and know how to use MailMerge and WordStar
printing commands. For those who want practical, functional
file insertions with no nonsense and no experimentation, end
all files with at least one “hard” RETURN.

MailMerge Automation

MailMerge commands apply to the text in the same file as
the commands. If you use .FI to insert a file that contains
more MailMerge commands, the commands within the in-
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sert file take over for the duration of the insertion, and then
relinquish control back to the commands in the original file.

"This is similar to Pascal programming, where a program
calls a procedure, the procedure takes over and performs its
task, and the procedure returns control to the program when
it finishes. ’

MailMerge “programming” can produce automated
“programs” that can perform elaborate merging, data entry,
and printing operations. To understand how they work, it is
best to review specific applications.

Automating the Form Letter

Returning again to our QUERY.LTR, we can now show a
more elegant way of providing the date, the postscript and the
article title. Introducing the “super-form” for the query
letter:

..“Super-Form”’ for query letter operation
.DM Type an answer to each item, O

.DM and press RETURN: &

AV “Today’s date? ”’,Date o

AV “Article Title? ”,ArticleTitle 2

AV “Postscript? ”’,Postscript o
.FIQUERY.LET ©

ZETET=ETET=E A~

The .AV commands include prompting messages to help a
typist answer the questions. You can use any messages you
choose, as long as you enclose them in quotes, and follow the
second quote with a comma and the name of the variable. The
messages cannot be longer than half the width of your screen
— you must leave the other half of the screen for the response
by the typist, which cannot exceed one “normal” 80-column
lin€.

If you create this “super-form” to run query letters, you
can do away with the .AVand .SV commands for the variables
&Date&, &ArticleTitle& and &Postscript&. The .DM com-
mand displays messages so that any typist can answer the
questions and send out letters.

This “super-form” is an example of a MailMerge com-
mand file. A command file is simply a text file with Mail-
Merge commands — usually commands to control the
printing of documents or letters from boilerplate documents
and form letters. '

Call your “super-form” LETTER for the following exam-
ples. When you are ready, start the MailMerge operation
with LETTER: ‘

NAME OF FILE TO MERGE-PRINT? LETTER ©

(In this example, we assume that the LETTER, QUER-
Y.LTR and LIST-IN files are on the disk in drive B, which is
also the “logged” disk.)

When you type M for MailMerge to print each letter, you
respond to the .AV questions with the appropriate values for
the date, the article title, and the postscript. LETTER as-
signs those values to those variables and calls QUERY.LTR.
QUERY.LTR uses the same date, article title and postscript
for every name in the LIST-IN mailing list.

If you had no mailing list, you could expand LETTER to
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include .AV questions for the name and address of each re-
cipient, and delete the .DF and .RV commands from QUER-
Y.LTR. Your LETTER “super-form” would have to ask for
values for the &Name&, &Magazine&, &Addr1& and other
variables formerly defined in the .RV command.

If all values come from the keyboard, and no .DF and .RV
commands are used, only one query letter is printed in one
complete MailMerge operation. A simple way to repeat let-
ters of this sort is to specify a number of copies in answer to
the NUMBER OF COPIES? question. The .AV questions in
LETTER are asked for each query letter.

You can specify a large number of copies, and stop the
printing operation whenever you want by pressing P to STOP
PRINT. The P will not be recognized by MailMerge (or
WordStar) if you type it when the program is asking a ques-
tion and waiting for your response. You must type the Pwhile
MailMerge (or WordStar) is doing something else — or
pressthe RETURN key and then Pin rapid succession.

Combining Letter With Envelope

The most typical use of a command file is to control sever-
al MailMerge operations at once. For example, you can com-
bine the query letter operation with one that prepares an
envelope with the same data.

Edit the LETTER “super-form” to control both the
QUERY.LTR and ENVELOPE.FRM MailMerge oper-
ations with the following commands:

..“Super-Form” for query letter operation
.DM Type an answer to each item,

.DM and press RETURN:

.AV “Today’s date? ”’,Date

AV “Article Title? ”,ArticleTitle

.AV “Postscript? ’,Postscript

.DM Insert sheet for reply letter O

.DM and press “P” to continue printing
tpCc O

.FIQUERY.LET

.DM insert envelope <

.DM and press “P”’ to continue printing &
tpc O

.FIENVELOPE.FRM ©

.DM Reply letter & envelope finished.

22T EEZ2T ~S2EE2TEESI==~

This version of LETTER prints al/ query letters for names
in the LIST-IN mailing list, and then prints all envelopes for
the names in the mailing list. This is the ideal situation for
users with tractor-feed mechanisms on their printers — they
can use tractor-feed paper to print each query letter quickly,
and then switch to envelopes to print each envelope.

If you are using QUERY.LTR without a mailing list, you
would use .AV commands in LETTER to obtain each name
and address; therefore, MailMerge would print one query let-
ter and one envelope for each set of .AV questions.

Printing Chapters of a Book

This is another simple example of an automated Mail-
Merge operation. With WordStar you can write each chapter
as a separate file to make editing and printing of selected
chapters more convenient.



.OP
.PL
.MT
.MB
. PO
.CS
.PF ON

.RM 240

.0J OFF

AV "Company name:",company
.AV "Contact name:",name

QOO+

LAV "City:",city

AV "ZIP Code, 5 digits:",zip

..Form to enter data into mailing list

.AV "First line of address:",addrl
-AV "Second line, if necessary:",add2

.AV "State, two capital letters:",st

<AV "Area code & phone number:", phone
&companyé&, &name&, &addrl&, &addr2&, &city&, &st&, &zip&, &phones,

c T ARERREREEZIEZRZZIZZIRAAAAAA

Figure 12. Our ENTRY form for MailMerge-controlled data entry into a mailing list.

Since floppy disks have a limited capacity, let’s assume
that all of the chapters do not fit on one disk. For simplicity’s
sake, assume that chapters one, two and three are on one disk,
and chapter four is on another disk. Also, assume that the
chapter disks are used in drive B, but the WordStar program
and the command file are on drive A, the “logged” drive.

This example introduces the CHANGE keyword, used with
the .FI command to allow the operator to change a disk. The
following command file prints the chapters:

..Command file to print book chapters &
.FI B:PREFACE ©

.PA O

.PN 1O

.FI B:CHAP1 >

.PA DO

.FI B:CHAP2 O

.PA O

.FI B:CHAP3 o

.PA O

.FI B:CHAP4 CHANGE ©
.PA DO

~ZB2AEBEAEBE A2 A~ ~E A~

The CHANGE keyword stops the MailMerge operation
and displays a message to change disks. You can change the
disk in drive B, or leave the same disk in B, and press the RE-
TURN key to continue the MailMerge printing operation.

The example above shows the .PN 1 command used to
start chapter one on page one (and still have a numbered pre-
face). Some writers prefer to number a chapter’s pages using
a chapter number followed by the page number within the
chapter, as in ““3-5” (chapter 3, page 5). WordStar lets you
control this style of pagination in two ways: with the page
number footing on any column of the page, or with the page
number footing alternating from the right to the left sides of
the page (even numbers on the right, odd on the left).

To have the page numbers in CHAP2 (chapter 2) appear
as 2-p at the left margin of each page, you can place this com-
mand line at the beginning of CHAP2:

FO2-# O (

The current page number replaces the # symbol in each
footing. To have the page numbers in CHAP2 appear as 2-p
in the left margin if p is odd, or in the right margin if p is even,
you can place this command at the beginning of CHAP2:
.FO1PK 2-# O (

The 1PK causes WordStar to skip the spaces between it
and the page number when the current page number is odd,
so that odd numbers appear at the left margin and even num-
bers at the right.

With a footing (.FO) command in each chapter, you can
use the following MailMerge commands in a single com-
mand file to print the chapters:

..Command file to print book chapters (
.FI B:PREFACE M
.PA (
.PN 1 {
.FI B:CHAP1 M
.PA ({
PN 1O (
.FI B:CHAP2 M
.PA {
.PN 15 (
.FI B:CHAP3 M
.PA {
.PN 15 (
.FI B:CHAP4 CHANGE M
.PA (
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We use the .PN 1 command before each chapter to start
each chapter with a page number of one, so that the “chap-
ter-page” footings are accurate for each chapter.

Data Entry — to a Mailing List

Since MailMerge can “print” to a disk file instead of a
printer, you can use a MailMerge command file to set up the
data entry questions to build a mailing list.

You create a form as shown in figure 12 (we call ours EN-
TRY). The data entry form shown below uses .AV commands
with messages that will appear on the screen when the form is
run through MailMerge. The messages tell the typist what
information to type for each variable. The data entry form
starts with several page formatting commands:

.0PD (
Omit page numbers (page numbers in a mailing list are
mistaken for data items). '

PL 1D (
Set the paper length to one line, so that each data re-
cord is written to the file in one piece.

MT 00 (
Set the top margin to zero.

.MB 02 (
Set the bottom margin to zero.

.PO 00 v (
Set the page offset to zero (left margin column 1 of
screen).

.CSS M
Clear the screen of all messages.

.PF ONO M

Turn line re-form on, in order to activate MailMerge
printing controls.

.RM 2400 M
Set right margin of the mailing list to 240 columns (re-
cords can have up to 239 characters).

.0J OFF©o M
Turn off right-margin justification in the mailing list,

so that data items do not contain “soft” spaces.

The .RM and .OJ commands are activated by the .PF ON
command. These three commands help turn the output into
mailing list format. The following .AV commands gather the
data from the typist:

AV “Company name:”’,company < M
AV “Contact name:”,name O M
AV “First line of address:”,addr1 & M
AV “Second line, if necessary:”,addr2 o M
AV “City:”,city © M
AV “State, two capital letters:”,st © M
AV “ZIP Code, 5 digits:”,zip & M
AV “Area code & phone number:”,phone & M
&company&,&nameé&,&addr1&,&addr2&,&city&,&st& +

If the last line goes beyond your right margin, extend your
right margin so that the line is not broken by a RETURN. Do
not forget to include the final comma in the last line — this
comma, followed by RETURN, marks the end of the record.

With ENTRY created, you are ready to create a mailing
list. Run MailMerge, and answer the first three questions as
follows:

NAME OF FILE TO MERGE-PRINT? ENTRY ©
DISK FILE OUTPUT (Y/N): Y&
OUTPUT FILE NAME? LIST.1°

Press RETURN for the next two questions (starting and
stopping page numbers), and answer the following question
with the number of records (names with addresses) you will
type in this data entry session:

NUMBER OF COPIES (RETURN FOR 1):30

WIZARB of OsZ

a division of g- Contact Enterprises

‘Software and Accessories for Osborne™ Computers is our only business’

CHEKWIZTM — the ideal financial tool for home or office

Handles over 1400 check entries and allows quick search by category,
date, or name. Search and itemize a year's checks; ideal at tax time.
Handles amounts up to 99,999,999.99. Allows easy entry of service
charges, interest, automatic withdrawals, and provides automatic
backup to protect against inadvertant loss of data.. . .......... List $50

PLINKTM & RCPMLINKTM — now on one disk

Transmit complete file to bulletin board in seconds with user friendly
PLINK. Saves files to buffer and writes to drive A or B. RCPMLINK
enables fast, accurate block transfer of files between remote CP/M
systems (or other Osborne 1 Computers). ................... List $50

SIGNALMANTM MARK V MODEM — SourceSM subscription included

A small, light, compact direct connect modem for Osborne 1T™. Just
plug it in and communicate through any modular telephone. Complete
with cables and 9-pin Osborne wired connector. Uses 9v internal battery;
9v dc adapteris available. ................ .. oo List $129

Write or Call WIZARD OF OsZ™ Your Source for Osborne™ Software
Dealer Inquiries Invited

Chatsworth, California 91311

Add $2.50 shipping & handling
- 9614C Cozycroft Ave.
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New Releases in Stock
and Immediately Available

i ;,‘;;;‘d
7:%‘,{{/}#
PANA\

GAMES DISK 4 — graphics at play

2DMAZE, 3DMAZE, BOUNCE and LANDER (by Mirashanta). Pro-
grammed in CBASIC. Games are in two levels, simple then advanced. All
include extensive graphics. . ...... ... List $50

GAMES DISK 5 — from Casino to Deep Space

Play Black Jack against the computer, the house limit is $10,000. Or how
about a return to the old west to try your hand as a miner? Goldmine has
all the rewards and risks you can handle. Then jump into the future with
an exciting game of Space War. For a real challenge, try to win at Wizdot.
Match wits with the computer, add line segments to make squares.
Make 5 and YOU Wil ...ttt List $50

GAMES DISK 6 — educational fun from pre-school to college

Ghost in the Chimney delights pre-schoolers with visible rewards for right
answers. Dingo the Cookie Goblin teaches addition and subtraction in a
subtle form. Supermind pits your skills against the computer which hides
5 random letters; you have 13 tries to guess the letters in order.. . . List $50

N
master charge
0

Calif. add 612 % sales tax
Telephone: (213) 709-6969




We typed 30 for thirty names. If you press RETURN
without a number, you can enter only one name per session.

We use the filename LIST.1 for the mailing list because
we are typing only 30 names at a time. During each Mail-
Merge session, we specify another file such as LIST.2,
LIST.3, etc. At the end of each day, we append the files to
MASTER:LST using the PIP command:

B)A:PIP MASTER.LST=MASTER.LST,LIST.1,LIST.2,LIST.3 O {

You could name your mailing list sections according to the
time of day, or date, and merge them later in one PIP com-
mand. Another method of merging sections of a mailing list
is to enter one list in edit mode, and use KR commands to
read in the other sections.

Calling Other Command Files

If you plan to use MailMerge often, you can create general
purpose command files for automating your operations. For
example, you might have four kinds of correspondence:

QUERY.LTR
The editorial query letter in the previous examples.

QBOOK.LTR
A query letter to book editors with inserted outline.

PAYUP.LTR
A payment reminder.

INVITE.LTR
Personal invitations.

The following command file can organize your form letter,
and print an envelope or a label. You can also expand the
command file to include other activities:

..Command form to control merge/print O

.OP 2

.AV “Date: ”,Date O

AV “Mailing list name: ”,listname &

.DM You have the following types of form letters: &
.DM QUERY QBOOK PAYUP INVITE O
AV “What kind of letter? ”,formname &

.DM Printing &formname& letter with the &listname& list &
.Fl A:&formname&.LTR

.DM ENVELOPE, 1COLUMN or 3COLUMN labels &
LAV “Which? ”,mailer &

.Fl A:&mailer& FRM O

ETEEE A~

===

The above example assumes that you have QUERY.LTR,
QBOOK.LTR, PAYUP.LTR and INVITE.LTR form letters
on the disk in drive A. The mailing list, whose name is typed
at the start of the session, must be defined in the inserted files
— in the form letters, and in the envelope or label form files.
By defining the file in both inserts, all the letters will print
out first, and then all the labels or envelopes.

The inserted files must have this command, plus the ap-
propriate .RV command to retrieve the data, and print for-
matting controls:

.DF B:&listname&.LST

This example assumes your mailing list is on drive B and
that its name has the extension “.LST.”

NOTE
For this command file to work properly with the previous
QUERY.LTR example, edit QUERY.LTR and change its
.DF command to the one shown above.

End of Lesson

So far you’ve learned how to create personalized form let-
ters, use names and addresses from mailing lists for these
form letters, use these names and addresses in forms to print
mailing labels and envelopes, use boilerplate paragraphs in
such letters and in any documents, and automate MailMerge
operations to do complicated sets of tasks with ease.

As you may have guessed, these aren’t the only activities
possible with MailMerge. You can control the printing of
your documents and letters in subtle ways, and even override
existing WordStar printing controls for special effects. These
activities will be described in a future article on MailMerge,
although some of the commands are summarized in the ac-
companying Impatient User’s Guide to MailMerge in this
issue. ’ Y

Advertise in issue 4
of User’s Guide.

.oe

Reach 25,000 users of CP/M systems and software!
Issue will be at the IBM PC Faire.

For a media kit with current advertising rates, please
contact: Judy Blake, Hajar Associate (415) 964-0706,
or User’s Guide, P.O. Box 3050, Stanford, CA 94305.
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An Impatient User’s Guide...

MailMerge Applications
A quick reference guide to
MailMerge commands and applications

Excerpted from a forthcoming pocket reference guide on WordStar (reprinted with permission from
Addison-Wesley Publishing Co.), Reading, M A.

Symbols and Typeface Conventions

In examples and text we use this typeface to show commands
and text you type at your keyboard, and this typeface to show
system messages.

We use the special “ < " symbol for the RETURN key (CR or
ENTER on some keyboards), and the up-arrow (“ { ") symbol for the
Control key (CNTL, CTRL or ALT on some keyboards).

MailMerge is an option for WordStar that gives you the ability to:

. Produce “personalized” form letters (letters with the
same content bearing different addresses, names, dates,
product names, etc.).

. Merge different electronic documents into one printed
document.

. Print several documents in succession with one com-
mand.

. Print mailing labels and address envelopes.

. Control or override WordStar printing controls and dot
commands.

MailMerge is supplied in a file called MAILMRGE.OVR on a
disk with many sample form letters, lists, etc. In addition to
MAILMRGE.OVR, you need your WordStar program files
(WS.COM, WSOVLY1.OVR, WSMSGS.OVR, etc), to run
MailMerge.

To run MailMerge, run WordStar and select M from the no-
file menu. The action is similar to selecting the P option for print-
ing. However, MailMerge operations are controlled by MailMerge
dot commands, MailMerge variables and other codes in the text files
being printed. You can’t simply run MailMerge — you must first
put MailMerge commands and codes in your text files, create your mail-
ing list, and insert MailMerge variables in your text (for the “per-
sonalized” data used in form letters).

MailMerge dot commands start with a period (“dot”) in the
first column of a line in a text file. Here’s an example of the .RV com-
mand that reads data from a mailing list for an addressee’s name

and address:

.AV NAME, ADDR1, ADDR2, ADDR3, ZIP O

The following summary of MailMerge . commands is
grouped into the following applications:

.. Preparing and printing form letters, envelopes and mail-
ing labels.
. Numbering pages or overriding page numbers for form

letters and long documents.

Inserting “‘boilerplate” text into documents.

Repeating files in printing operations.

Automating MailMerge operations with command files.
Overriding printing and margin controls.

The summary is organized in this manner because different
applications use the same set of MailMerge commands in different
ways, and the use of such commands is not intrinsically obvious.
Therefore we repeat some of the MailMerge commands used in
each application without repeated explanations, but with a refer-
ence to the command’s explanation in another application.

Form Letters, Envelopes and Labels

You can print form letters using data from a file created as a mailing
list, or from data you type for each letter as you print them. Enve-
lopes and label sets can also be printed using data from either
source: data file, or you (or an operator) at printing time.

Data From a Data File

.DF d:filename CHANGE

Define the file holding the data (usually a mailing list).
This file’s data will be used for the repeated printing of
the form letter containing the .DF command. If you also
specify CHANGE, the operation will pause, and Mail-
Merge will ask you to change the disk in the drive d:
specified with filename (or the current “logged” disk, if
no drive is specified with filename).

.RV var,var,...
Read data from the .DF file for variables in the document
or letter.

&var&
A variable whose data value is read in with the .RV or .AV

76 ©1983TUG, Inc., User’




command, or set with the .8V command. Such variables
are used in the text of letters and documents (e.g., Dear

&NAMES).

&var/O&
A variable as above; however, if the data value read for
the variable is empty or null, this variable will not cause a
blank line (e.g., &#ADDR2/0&). This is most often used to
suppress the “extra” address line for apt. or suite hum-
bers.

.SV var, data

Set the variable to data (e.g., .SV DATE, Jan. 31) for the en-
tire MailMerge operation.

-DM message — see “Automating the Operation”
tPC — see “Automating the Operation”

.CS — see “Automating the Operation”

.OP — see “Page Numbering”

.PA — see “Page Numbering”

-PNn — see “Page Numbering”

.CPn — see “Page Numbering”

Data Typed at Printing Time

AV “message”,variable,length

Ask for a value for variable, which corresponds to &var&
described above; however, you do not surround variable
with & symbols. After selecting MailMerge to start print-
ing, the .AV command displays a question mark, or the
message you specified in quotes with the .AV command.
You respond (or an operator responds) by typing a value
(followed by RETURN) which is used for the variable in
the printed form letter or document. If you specified the
optional ,length (an integer such as § preceded by a com-
ma), the .AV command will only allow you (or an opera-
tor) to type a value of that length (e.g., 5 characters for zip
code).

.Fl filename

Insert a file’s contents during printing, and print the
contents as controlled by MailMerge commands in the
file. The .FIcommand is used at the end of a form letter to
call itself — if the name of the form letter is used for file-
name. This is one way to repeat the printing of a form let-
ter (until you or an operator stops printing by typing a P
to STOP PRINT). The .FI command has other uses — see
“Inserting Files.”

.RP n — see “Repeating Files”

&var& — see “Data From a Data File”

.SVvar,data — see “Data From a Data File”

-DM message — see “Automating the Operation”
.CS — see “Automating the Operation”

tPC — see “Automating the Operation”

.OP — see “Page Numbering”

.PA— see “Page Numbering”

-PNn — see “Page Numbering”

Page Numbering

MailMerge will number pages consecutively for each complete file
printed; however, you can print multiple letters from one form let-
ter file. Use .OP for single-page form letters, or paging controls for
multi-page form letters, to control page numbering. ‘

.0P Omit page numbers — a WordStar command used in
MailMerge operations to prevent inaccurate page num-
_bers in multiple instances of form letters.

.PA Force the start of a new page in the printer. This is a

WordStar command used often in MailMerge form let-
ters and documents (e.g., to start the next iteration of a
form letter on a new page).

.PNn Force pagination to begin at page n, or resume counting
pages where it left off (if used without n). Sometimes
used with .OP to selectively control paging.

.CPn Conditional page — force the start of a new page only if n
number of lines will not fit on the current page.

Inserting Files:
Boilerplate Text

A section of text inserted into many documents is known as a ““boi-
lerplate” section. You can insert any textual file, including a file of
only MailMerge commands (a command file), using the .FI
command.

.Fl filename CHANGE

‘ Insert a file’s contents during printing, and print its con-
tents in place of the .FI command line. Use .Fl to insert a
boilerplate section of text into documents at printing
time. You can include a drive prefix (such as B: for drive
B) with the filename. You can also add the optional com-
mand CHANGE to force a pause in the printing operation
to allow a change of the disk in the drive specified by file-
name (or current “logged” drive if no drive is specified in
filename). NOTE: a .DF in an inserted file will repeat print-
ing of the contents of the inserted file as it would repeat a
form letter.

Repeating Files
If you use a .DF command with a form letter, the letter is repeated
over and over until the data file runs out of data. If you're not using
a data file, you can repeat a form letter by specifying a number of
copies after invoking MailMerge, or using the .FI command at the
end of the form letter to insert the same form letter again (have the
form letter call itself at the end). For the .FI command, see “Data
Typed at Printing Time.” .
If you want to repeat an inserted file (such as a boilerplate sec-
tion), use the .AP command in the inserted file. You can use a .DF in
an inserted file to repeat printing of the contents of the inserted file
as it would repeat a form letter. o :

.RPn Repeat printing of the file n times, or (without n) until
you or the operator intervenes by typing Pto STOP PRINT,
or until the form letter or document runs out of data in
the data file (usually a mailing list). '

You don’t need the .ARP command in the same file as a .DF,
which is used to repeat form letters with data from a data file. An
-RPcommand is useful in a file to be inserted with the .Flcommand,
to repeat printing of the inserted file.

Automating the Operation

These commands are useful for setting up MailMerge operations
that display messages, pause printing for operator actions, and call
other command files containing MailMerge commands.

.DM message
‘Display a message on the screen. The message can con-
tain MailMerge variables (e.g., .DM THE NAME IS
&NAME&).

tpc Pause the printing operation to insert an envelope, etc.
Insert a 1C in your text file by holding down your CON-
TROL (CTRL, CNTL or ALT) key and typing PC ({PC). To
pause for paper change between pages, use the Mail-
Merge setting for “paper change pause” by answering ¥
(for yes) to the PAUSE FOR PAPER CHANGE BETWEEN
PAGES? question after invoking MailMerge (instead of
1pPC).




.CS Clear the screen (used to clear the screen of .AVand .DM
command messages, and any other messages or typed in-
put.

.Fl filename CHANGE or

.FI &nameofform& CHANGE
Insert a file’s contents during printing, and print the
contents in place of the .FIcommand line. In this applica-
tion, a .FIis used to insert the entire document or form
letter that contains MailMerge commands. A “high lev-
el” command file for automating MailMerge operations
would consist of a few .AVcommands — one to ask for the
name of the document or form letter (and its associated

data files, if any), and a .FI command to insert the form

letter or document corresponding to the variable &na
meofform& (the .AV command would ask for nameofform).
The filename specified with .FI, or substituted for &na
meofform&, may include a drive prefix (such as B: for
drive B). You may also specify the command CHANGE to
force a pause in the printing operation to allow a change
of the disk in the drive specified by filename (or current
“logged” drive if none is specified in filename).

Printing Controls

These controls are used to override the automatic line forming (or
re-forming) that MailMerge performs during printing to accom-
modate data substituted for variables in the text. Typical reasons for
doing this include printing with different margins than the ones
used for editing, to force ragged right margin during printing of a
justified document, or to set desired margins where MailMerge ac-
tivities produce undesirable results in print.

If you care where page breaks occur in the printed versions
of your form letters or documents, use .CP (conditional page) com-
mands where appropriate (see “Page Numbering”). Another trick
is to add spaces within the & symbols you use to surround your
MailMerge variables, to accommodate data that is larger than the
variable name.

To override automatic line forming and control it in areas of
adocument orinan entire document, use the following commands:

.PFON  Turn on print-time line-forming, so that the following
printing control commands will work.

.PFOFF Completely suppress all line-forming during printing,
even automatic line-forming (even if data substituted for
a variable lengthens a line past its margin).

.PFDIS Leave print-time line-forming to MailMerge. You use .PF
ON to use the other printing control commands de-
scribed below, and .PF DIS to return control to Mail-
Merge.

.RM DIS

or

.RMn Set the right margin to column n (1-240), or use DIS to set
it back again to the margin in the document. .RM has no
effect unless .PFis ON.

.LMDIS

or

LMn Set the left margin to column n(1-240), or use DIS to set it
back again to the margin in the document. Use with cau-
tion if your document contains paragraphs entirely in-
dented (“hanging indents”) or text outside the left
margin. .LMhas no effect unless .PFis ON.

.LSDIS
or
.LSn Set the line spacing to n (1-9), or use DIS to set it back

again to the line spacing used in the document. .LShas no
effect unless .PFis ON.

.OJON Form justified lines during printing, no matter what the
justification setting is in the document. This only works
if .PFis ON.

.0J OFF . Form ragged-right lines during printing, no matter what
the justification setting is in the document. This only
works if .PFis ON.

.0JDIS Leave justification up to MailMerge. The right margin
will be formed by MailMerge according to the document
sent through (“input to”’) MailMerge, or according to use
of the special ./ command below.

.WJON  Interpret the right margin setting of the document as jus-
tified, before sending the document through MailMerge
(where it can be changed again by .0J or .AM). This only
works if .PFis ON.

.WOFF Interpret the right margin setting of the document as
ragged right, before sending the document through
MailMerge (where it can be changed again by .0Jor .RM).
This only works if .PFis ON.

.DIS  Leave justification up to MailMerge. The right margin
will be formed by MailMerge according to the document
sent through (“input to”’) MailMerge.

Did those last commands seem confusing? The following
chart summarizes them. Note that the ./J commands are used in
special situations requiring precise control over sections of text.
The .IJ commands can trick the MailMerge scanner into thinking
that normally ragged-right text is justified, or vice-versa; however,
the .WJ commands are used mostly to exercise MailMerge, not to
control the output.

MailMerge Print Controls

Controls

.PFON Turn on print control commands.

.LSn Set line spacing n (1-9) lines.

f)LrSDIS Line spacing same as input file.

AMn Set left margiri’ column n (1- 240).

.oLrM Dis Left margin same as input file.

.AMn Set right margin column n (1- 240).
?I;MDIS Right margin same as input file.

.JON Force justified right margin oninput.
?I; OFF Force ragged-right margin on input.
JDIS Right margin on input same as input file.
.OJ ON Force justified right margin on output.
(.)OrJ OFF Force ragged-right margin on output.
.0JDIs Right margin output same as input file.
.PFDIS Return printing control to MailMerge.
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Master Programmer Pavel Breder Does It Again! NEW SUPER POWER! (version 3.3)
puts you in control of CP/M. Now for CP/M 86 and MP/M 86, too.

“"POWER IS A GREAT PROGRAM" - Infoworld Software Review Nov 8/82
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File manl‘pulatlon‘f, an i,prmtmg commands

:"Tony BOV‘ & Cheryl Rhodes S

Excerpted froma forthcommg pocket reference gui e‘on' WordStar {reprmted wzth permzsszon from
ddzson Wesley Publzshmg Co) Readmg, MA ‘ .

Symbols and Typeface Conventions

In examples and text we use this typeface to show commands
and text you type at your keyboard, and this typeface to show
system messages.

We.use the special “ < " symbol for the RETURN key (CR or
ENTER on some keyboards), and the up-arrow (" 1 ) symbol for the
Control key (CNTL, CTRL or ALT on some keyboards).

File Operations

Atext file is a single collection of textual information stored on disk.
When you create a file, you also give it a filename such as SAM-
PLE.TXT (a“handle” to use when referring to the file). You can also
change a file’s name using WordStar or CP/M commands.

Filenames consist of one to eight characters composing a pri-
mary name, and zero to three characters (following a period) com-
posing an extension. Extensions are not requlred for text files, but
many users follow the conventions of using popular extensions for
various types of text files: “. TXT” (general text file or document),
“.DOC” (program documentation), “.ASC” (source text for a pro-
gram), “.LST" (listed text for a program), “.LTR" (text of letter),
“ FMT” (text of formatted form letter or boilerplate used with Mail-
Merge), and “.T” (temporary text file).

Filenames can also include a drive prefix specifying a disk
drive holding the disk containing the file. If you provide no drive
prefix, WordStar and CP/M look for the file on the currently logged
disk (you can change the currently logged disk in WordStar or in
CP/M).

WordStar always creates a “backup” file to hold a version of
your file as it was before your current edit session. Every time you
save SAMPLE.TXT, you create a new SAMPLE.BAK (“.BAK” exten-
sion) holding the previous version of SAMPLE. TXT.

NOTE

Therefore, as a rule, never select a file with a “.BAK" extension as a file-to
edit. Let WordStar handle the “.BAK"” files automatically. You can
erase them when you no longer need them (when they occupy
needed space on your disk). If you need to edit a “.BAK” file, first
rename it to have an extension other than “.BAK”,

Although a file may contain only part of a long document
(such as a book), we use the terms file and document synonomously,
and present information about handling long documents next.

WordStar can edit only one file at a time, but during an edit
session with one file, it can perform other operations with other
files. With WordStar you can rename or erase files, copy a block of
text to another file (this is called “writing a block to a file”), and
insert the contents of another file into the file you are editing (this
is called “reading a file into your file”).

Commands for File Operations
tkw WRITE BLOCK TO FILE: write a marked block to another
file (copy is written, and original block remains un-

changed).

tkR READ AND INSERT FROM FILE: read an entire file and
insert its contents at the cursor location.

tko COPY A FILE: copy a file to another disk or file.

tKE RENAME A FILE: change a file’s name.
YKy DELETE A FILE: delete a file from disk.
tkp PRINT A FILE: send a file to the printer. See “Printing

Operations” for more details on printing a file.

TKL CHANGE LOGGED DISK DRIVE: change the currently
“logged” disk drive. Default setting: drive from which
you executed the WordStar program.

NOTE

After a KL command, your file directory should display filenames
on the newly “logged” disk. However, if you are already editing a
file on the formerly “logged” disk, your save operations will still
save the edited file on the former disk. In other words, you can
“log” a different disk, and perform file operations on that disk,
while still editing a file on the former disk.

tKF DIRECTORY ON/OFF: turn off or on the “logged” disk
drive directory display. Default setting: ON.

Filename Entry Editing

Whenever WordStar presents you with the option to type a file-
name, you can use filename entry editing commands to make
WordStar remember a former filename used during a WordStar ses-
sion. WordStar can only remember the filename used previously in
that command. For example, WordStar can remember the last file
you selected with the D command (to edit the file). To edit the file
again, type D again (from the no-file menu), and type {R to re-call




the last filename. The filename should appear, ready for you to
press RETURN to enter the filename, or to use another entry edit-
ing command to edit the filename.

These entry editing commands work with every WordStar
command that requires a filename. WordStar can remember, for ex-
ample, that you are editing SAMPLE.TXT and that you last wrote a
block to OUTCAST.TXT. If you have just begun your WordStar ses-
sion, the entry restore commands will have no effect.

tR Restore the previous entry.

ty Delete the entry and start over again. This command does
not cause WordStar to forget the previous entry.

ts Delete a character in the entry.

to Restore the previous entry character by character.

tF Display the file directory for the currently “logged” disk.

tu Cancel the command.

Long Documents
WordStar needs extra space on the “logged” disk to make at least
one copy of the entire file you are editing. WordStar needs even
more space every time you move the cursor from the end of a long
file backwards through the file. For these and other reasons, you
should use only short files, and you should break long documents
into smaller files.

There are several problems that may occur when you break
up a document into smaller files:

. When printing the files, a page break occurs between
each file.

. Automatic page-numbering only occurs within a file.

. You need to give more than one print command to print

the document.
. You can get around these problems in different ways. If the
long document is not yet finished, there is no need to worry about
extra page breaks, page numbers, or the number of print com-
mands. If the document is finished, you can use the PIP command
in CP/M to append the separate files together to form one large
file:

A)PIP
B:WHOLE.TXT=A:PART1.TXT,A:PART2.TXT,A:PART3.TXT 2

To solve the page numbering probiem when printing multi-
ple files (without combining the files), use the .PN command to
change the starting page number in the files printed after the first
file.

File Size

You can tell if a file is too large by first moving to the end of the file
(using the 'QC command), and then using the 1@R command to
move the cursor backwards in the file to the beginning. If the QR
operation takes more than a few seconds, your file is getting too
large. Many writers keep their files at six printed pages or less.

To determine a file’s size, you can select the R option from
the no-file menu to run the CP/M STAT program. To get the no-file
menu, however, you must perform a save (or abandon) (1K) oper-
ation. With the no-file menu showing, type R. When the COM-
MAND? message appears, type STAT, then type a space and the
complete name of your file, and then press RETURN. The STAT
command without a filename displays the number of bytes (charac-
ters) left on disk.

If you are editing a large file and you don’t want to save or
abandon to get the no-file menu, you can still determine the num-
ber of characters (bytes) in the file by turning off the page break
display with the OP command. The PAGE message at the top of
your display changes to FC=cccc, where cccc is the number of char-
acters in your file.

Editing Techniques for Large Files

The casiest way to divide a file in half is to mark half of the text as a
block and use the 'KW command to write the block to a new file.
After writing the block to a new file, first save the old file (1 KD com-
mand), then edit the new file to be sure the text arrived safely. After

verifying the write operation, re-edit the old file and delete the
half of the text you had marked before as a block (mark it as a block
again, and use the }KY command to delete the block).

If your file is so large that an operation to move the cursor
backwards causes a DISK FULL error, you have to take special
precautions:

. Avoid moving the cursor backwards. To move to the be-
ginning of the file, use the save-and-resume editing com-
mand (1KS) to both save your edits and allow the cursor
to be placed anywhere in the file.

. In either the WordStar command line in CP/M or from
the no-file menu (with either the D or Nselections), type
the filename, then type a space and a second drive prefix
(e.g., B:) before pressing RETURN. Each subsequent save
operation will alternate between the “logged” drive and
this second drive you specify. Be sure you have enough
space on this second drive.

. Organize your changes to the file so that your editing ac-
tivities take you forward through the file rather than
backward. Use tKSto save and re-edit the file frequently,
and to move back to the beginning of the file.

. Avoid block move or copy operations where the original
block and insertion areas are far apart. Use the KW and
tKR commands to write a block out to a temporary file
and read the file into the insertion area, and then delete
the temporary file with a { KJ command.

Printing Operations

WordStar allows you to form a document on your screen, and have
itlook exactly the same way in print. The 1O (on- screen) menu pro-
vides most of the printing features that are duplicated on the screen
— left and right margin settings, justification or ragged right, line
centering and line spacing, and whether or not to include page
breaks (actual page breaks are changed with the .PA command, dis-
cussed in “Dot Commands”’).

WordStar also has a few special effects available for your
printed document, like underlining, boldface, double-printed and
over-printed characters, subscripts and superscripts, microspace
justification, and pauses in the print operation for special oper-
ations. These are available in the tP menu, and are called printing
features or special effects.

Most of these special features are available only with certain
types of printers. You should find out from your dealer which fea-
tures are available in your setup.

You can print your document without further ado if you
stick to certain “default” settings. Your left and right margins will
be exactly as shown on the screen. Your page breaks will occur as
shown by the page break display on your screen. Pages will be
numbered consecutively from number one.

You can also choose your own settings and control your own
pagination, vertical and horizontal placement on the page, charac-
ter pitch, and paper length. You can change the page number place-
ment (by default, the page number is printed at the bottom center
of the page). You can also add headings and footings that include
page numbers (in order to print chapter and page numbers, as in
“2-4” for chapter 2, page 4).

To use print settings other than defaults, and to add head-
ings and footings, you have to use the dot commands. To use special
effects like underlining and boldface, you use the printing controls.

The Actual Print Operation

The no-file menu (or the K menu while in edit mode) gives you
access to the print operation (Pin the no-file menu, or 1 KP from edit
mode). With WordStar you can print a file and simultaneously edit
another file.

You can start a print operation by typing P from the no-file
menu) or 1KPwhile in edit mode. You can stop the print operation
by typing another Por tKP(to change ribbon or paper, etc.), and re-
start it again with another Por 1KP.




After typing the name of the file to be printed, press RE-
TURN to see the options you have (the ESC key will bypass these
options). These options all have default values (usually “no”) you
can use by simply pressing RETURN:

DISK FILE OUTPUT (Y/N)? O

For normal printing, simply type RETURN (a “no” re-
sponse). You can elect to send a copy of the printed output to a disk
file rather than a printer (useful if you have no printer at the
moment).

START AT PAGE NUMBER (RETURN for beginning)? &

Press RETURN to start at page one, or type the number of the
first page to be printed. This allows you to re-start the printer aftera
paper jam and print only the latter portion of a document.

STOP AFTER PAGE NUMBER (RETURN for end)? <

Press RETURN to print the entire file, or type the number of
the last page to be printed (to print a portion of a file).

USE FORM FEEDS (Y/N)? &

Answer Y if your printer can respond properly to the “form
feed” character and advance the page to the top of the next page.
Form feeds are quicker than line feeds (with some printers), and
they may eliminate the need to change the paper length to match
the paper. :

Answer with a RETURN (for a “no” response) for most dai-
sy-wheel printers. Normally, WordStar sends the correct number of
line feeds to advance the paper properly.

SUPPRESS PAGE FORMATTING(Y/N)? o

Press RETURN for normal print operations (a “no” re-
sponse). You can answer Y to get a printout of the file without the
usual WordStar page formatting, to proofread your dot commands.
The dot commands are ignored by the printer if you answer Y.

PAUSE FOR PAPER CHANGE BETWEEN PAGES(Y/N)?Y

To print on single sheets of paper that are individually load-
ed into the printer (e.g., letterhead paper), answer Y to make the
printer pause between pages. WordStar displays a PRINT PAUSED
message in the status line. To continue type a P from the no-file
menu, or {KP from edit mode.

Press RETURN (for a “no” response) if you are printing on
continuous form paper.

Ready printer, press RETURN: < (Use tUto cancel.)

Make sure your printer is turned on, the paper loaded and
positioned, and the “on-line” switch is on (or whatever else your
printer requires), then press RETURN.

You can type P from the no-file menu or type the 1KP com-
mand from edit mode to stop the printer; however, if the printer is
printing, it may not stop right away. WordStar will eventually stop
the printing operation and display the following message:

TYPE “Y” TO ABANDON PRINT, “N” TO RESUME, t UTO HOLD:

Pick the appropriate choice: either abandon the print oper-
ation by typing Y, or continue printing (after adjusting whatever
needs adjustment) by typing N, or hold the printing operation with
tU. If you hold, you can edit another file, or perform other Word-
Star operations, and then resume printing where you left off by
typing P from the no-file menu or }KP from edit mode.

Printing Features

1pPs UNDERLINE START/STOP: insert the underscore start
and stop markers (18) to underline enclosed text when
printing the document (if printer can underline). Note
that spaces are not underlined, even if they appear with
s markers. Use the underscore key on your keyboard to
replace spaces with an underlined space.

-] BOLDFACE START/STOP: insert the boldface start and
stop markers (1B) to print enclosed text in boldface type
(if printer can print in boldface).

tPT SUPERSCRIPT START/STOP: insert the superscript start
and stop markers (17) to print enclosed characters as su-
perscripts (if printer handles superscripts).

tev SUBSCRIPT START/STOP: insert the subscript start and
stop markers (1V) to print enclosed characters as sub-
scripts (if printer handles subscripts).

tPD DOUBLE-STRIKE START /STOP: insert the double-strike
start and stop markers (1D) to double-strike characters
when printing them (only if printer can perform double-
striking). Double-struck characters are lighter and sharp-
er than boldface.

tPH OVERPRINT CHARACTER: print the next character over
the preceding character (only if printer can backspace).

tpx STRIKE-OUT TEXT: print dashes (-) over characters en-
closed within X markers ({PX commands). This only
works if your printer can backspace.

trPo NON-BREAK SPACE: this character prints as a regular
space, but cannot be expanded during justification or line
splitting (a regular space may be expanded into two
spaces).

tePr SPECIAL CHARACTER (“PHANTOM SPACE”): on a
daisy wheel, this character may be a British pound sign or
other symbol, associated with ASCII code 20H (hexadeci-
mal); otherwise, it is a space.

tpG SPECIAL CHARACTER (“PHANTOM RUBOUT"): on a
daisy wheel, this character may be a NOT symbol, double
underscore or other symbol, associated with ASCII code
7FH (hexadecimal).

Printing Controls

Py RIBBON COLOR: select alternate (usually red) ribbon, if
printer has alternate color ribbon selection.

tpc PRINTING PAUSE: stop printing until started again with
a 1KP command (or P from no-file menu).

trA CHOOSE ALTERNATE PITCH: usually 12 characters per
inch (elite style) on daisy wheel printers, or the setting
used in a.CWdot command.

tPN RETURN TO STANDARD PITCH: usually 10 characters
per inch (pica style) on daisy wheel printers, or the set-
ting used in a .CWdot command.

trPk LEFT-RIGHT HEADING/FOOTING CONTROL: insert
this control in a heading (.HE) or footing (.FO) dot com-
mand to place the heading or footing on the left side of
even-numbered pages and on the right side of odd-num-
bered pages. Note that page numbers will only appear in




the heading or footing if you include the # page number
character (e.g., page 4 of chapter 6 might have in its foot-
ing 6-#, which prints as 6-4).

trPQ USER PRINTER FUNCTIONS: these controls let you use

tPw special printer functions not included in standard Word-
tPE Star, such as changing type fonts or activating a sheet
tPR feeder.

WordStar Dot Commands
The dot commands control printing, page layout, page numbering,
headings, footings, and line height. To specify a dot command, type
a dot (. or period) in column 1 of any line, followed by the com-
mand, a space, and then a number parameter (or the text of a head-
ing or footing).

Some dot commands are “toggles” that are turned on with a
value of one, and turned off with a value of zero. Here are some ex-
amples of dot commands:

MT6 (Margin at top set to 6 lines.)
.OP (Omit page numbers during printing.)
.UJo (Turn OFF microspace justification.)
.BP1 (Turn ON bi-directional printing.)

The following chart is a summary of dot command default settings:

Dot Command Default Setting
.LH Line Height
.PL Paper Length 66 lines
.MT Margin at Top 3 lines
.mB Margin at Bottom 8 lines
HM Heading Margin 2 lines
FM Footing Margin 2 lines
.PC Page Number Col-
umn center
PO Page Offset 8 col. (4.51in.)
.PA New Page Starts a new page
.CP Conditional Page Starts a new page based on
condition
Default: blank heading
Default: page number

6 lines per inch

.HE Heading
.FO Footing
.oP Omit Page Num-

bers Default: do not omit page
numbers
.PN Page Number 1

.Cw Character Width 12 standard, 10 alternate

.SR Subscript Roll 3

uJ Microjustify 1(ON)

.BP Bi-direct. Printing 1 (ON)

G Comment Line WY

CP/M Summary Card: Only $2

A laminated bookmark-sized card
with information on BOTH sides: us-
er’s commands and utilities, and pro-
grammer’s utilities. Covers both
CP/M-80 and CP/M-86.

o

Send a $2.00 check or money order, or
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User’s Guide, P.O. Box 3050, Stan-
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Eletters

“Where DataCast® left off...”

ﬁ

—

Enclosed is my $18 for a one year
subscription. Thank you and congratu-
lations for taking over where DataCast
left off. My sincere wishes for your suc-
cess and the future success of User’s
Guide.

Joel Chaban
Sausalito, CA

Ever since the pause in publication
of DataCast, and your essay in
InfoWorld, I've wondered how to reach
you...

My best wishes for User’s Guide.
I'm presently trying to learn Spell-
Binder for its extended macro capabili-
ties, and (almost hopelessly) looking
for info on the Centronics 739 printer.

Rev. William J. Margolis
Temple of Man
Venice, CA

Enclosed is a check for a year’s sub-
scription to User’s Guide... Why wasn’t
the remaining portion of my DataCast
subscription applied to a User’s Guide
subscription (since DataCast ceased
publication)?

Kenneth Haller
W. Bloomfield, MI

I paid $18 for DataCast and have a
cancelled check... To date I have re-
ceived only a letter stating the continu-
ation of DataCast was in jeopardy [Ed.
note: sent by publisher of DataCast/.
If I don’t qualify for a substitute sub-
scription, please enter one for me and I
will pay the subscription when billed.

S. A. Stimac
Seattle, WA

Editors’ reply: We've received many
supportive letters and some cranky
ones mentioning DataCast.

We are not affiliated with Data-
Cast, although we (Bove & Rhodes)
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were the editors for its first four is-
sues. Jim Warren is the publisher of
DataCast, and at one time our employ-
er. We parted with Jim in March, 1982,
at his request.

We are the publishers as well as edi-
tors of User’s Guide, and we are com-
mitted to providing excellent tutorials
and articles on CP/M systems and
software on a timely basis. We are a
small, privately-held company in a
start-up phase of growth, and we ex-
pect to become the most popular user’s
magazine in the CP/M community.

At this time, User’s Guide is on a bi-
monthly schedule (every two months);
however, subscriptions ($18 pre-paid,
$21 billed, for six issues) are based on
the number of issues , not the sched-
ule. We handle our circulation system
using CP/M computers, but please
bear with us in this start-up phase.

User Groups & RBBS

User’s Guide looks good. I need two
subscriptions...

I’d like to suggest a few things:

(1) A listing of users’ group newslet-
ters would be a valuable service. There
are folks like myself using various off-
the-wall computers who’d like to con-
nect with others facing similar
problems on similar systems... | have a
NEC system that is excellent in many
respects, but if I were not connected
with a users’ group I'd certainly have a
lot of frustrations.

(2) I want to set up an RBBS (Re-
mote Bulletin Board System) for NEC

users. I’m sure there is public domain
software that I could use, but so far |
am unable to locate it. An article on
setting up an RBBS would be welcome.

Your first issue looks great. Long
life to you.

R. N. Mistler
San Francisco, CA

We are in the process of setting up
our own RCPM/RBBS system (a Re-
mote CP/M software exchange and
bulletin board system). One program
that is not in the public domain is
CBBS, available from Ward Christen-
sen for $50. Contact Ward by calling
the Technical BBS (listed in the
RCPM list inthis issue), or contact the
CP/M User’s Group (CPMUG), 1651
3rd Ave., NY NY 10028.

Corrections to Issue #2 3

We seem to have a typo in issue #2,1
page 43, right side, top paragraph. The
phrase “approximately 4.5 inches”
should have been “approximately 4/5
of an inch” (four-fifths of an inch). z

Those of you who expected to fmd
part two of both the WordStar and Su-
perCalc tutorials, we sincerely apolo-
gize. They will appear in the next issue. ?
The SuperCalc templates for ca]culat-'
ing income tax (1982 versions) were
not yet available (as of Feb. 20, 1983).
The WordStar tutorial simply would
not fit. We promise to provide these ar-
ticles in issue #4.

Next issue will feature tutorlals on FMS 80 dBASE
11, CBASIC, and more pubhc domam software, with
feature artlcles on d1sk drlves CP+ and other

electromc mall edltor SuperCalc and WordStar tli-
torlals will also be continued. n |
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ANNOUNCING THE HIGH SPEED, LOW COST NETWORK

The ZERO is designed to bring high performance LOCAL
AREA NETWORKING to users at budget prices.

The ZERO and ZERO-NET are unique. Any ZERO station
can be a Network Master or Network Remote, permitting, for
the first time, a low cost non stop network.

The ZERO-NET features a High Level Data Link Controller
(message synchronous) at 400K bps carried over a simple twisted
pair cable. To achieve maximum speed and reliability we use col-
lision detection/avoidance circuitry and automatic CRC error
detection/retransmission.

Each ZERO computer in the net can have Floppy Disk and/or
Winchester Drives. The ZERO itself is a Z80 based Micro-
computer with 64K Ram, 2K to 16K of EPROM, 2 Serial ports,
2 parallel ports, floppy disk controller, Z80CTC counter-timer
and Z80DMA direct memory access.

The ZERO hardware design was optimized for TURBODOS*,
(CP/M**, MP/M** compatible) including such enhancements
as console type-ahead (buffering), 1.416 Mbytes per 8 inch
double-sided floppy, multi-processing (background processing)
such as print spooling, etc.

KEY PARAMETERS

® Local Area Networks up to 256 nodes per NET, with
any mix of Master and Remote stations. Each station may
support up to 16 logical drives, local or remote.

* Local Area Networks may be linked through gateways.

® Per Node — 0 to 2 floppies and 0 to 4 hard disks with appro-
priate Driver Modules.

® Per Node — parallel and/or serial printer.

® Each user can control print routing and/or spooling.

* Each node may reference a file system and/or printer on any
other node.

* Each node may have an Autostart Log-on with security access
protection.

* Each node may have a FIFO type Electronic Mailbox.

*TURBODOS is a trademark of Software 2000, Inc.
¥OP /M and MP /M ara tradamarle af Niaital Pacanrnh Tnn

* Each node may operate with
MP/M compatible file/ record
interlocks, or with special
TURBODOS relaxation rules.
® Maximumrecommended buss
length of 4,000 L.Ft.
sFull CP/M and MP/M com-
patibility.
e The TURBODOS operating
system can support up to one GIGA Byte (1,000 Mega Bytes)
per logical drive.

The ZERO-NET product family — the ZERO, the ZERO/FD,
the Z-DRIVE and the ZNT terminal — all the components
required to configure an entire system are available for immedi-
ate delivery. The ZERO provides a microcomputer network that
OUTPERFORMS many multi-user minicomputer systems at
substantially lower cost. While the competition is still studying
it, ALSPA has done it!

ZEnE)INIEaly

[& Alspa Computer, Inc.]

300 Harvey West Boulevard, Santa Cruz, CA 95060
(408) 429-6000 Telex 176279




Multl Reasons to Choose

”CompuPro s Multi-User
System 816/C"

1. Run any mix of 8 or 16 bit software at any terminal.

2. Lots of storage. 384K of RAM (expands to 1 MByte), 2.4 million (expands to 4.8 million) characters
of floppy disk storage, provisions for hard disk storage.

3. Nine serial ports for terminals, printers, modems, etc.

4. Unparalleled single-user operation, as well as optional expan5|on from 3 users to 16 users.

5. Superior warranty. 1 year limited warranty.

6. Bundled software. System 816/C runs over 3,000 CP/M@ programs, and comes with MP/M™-816™,
CP/M 2.2, CP/M-86, M-Drive™, SuperCalc™ (Sorcim’s powerful 16 bit spreadsheet), and dBase |I™ data
manager.

7. Ultra-high performance. As Interface Age said, “The (8 bit) 8085 was more than a third faster than
any 8 bit micro we have tested to date...the (16 bit) 8088 (was) almost twice as quick as the identically-
engined IBM Personal Computer.” You will appreciate this extraordinary level of performance when dead-
lines loom and time is of the essence.

System 816, MP/M 816, and M-Drive are trademarks of CompuPro; CP/M, CP/M-86, and MP/M are trademarks of Digital Research; SuperCalc is a trademark of Sorcim; dBase Il
is a trademark of Ashton-Tate. Terminals courtesy Qume Corp.

Authorized CompuPro Systems Centers
specialize in business, industrial, and scientific
- microcomputing. They can show you why
System 816 /C represents the highest
‘ — expression of 8 and/or 16 bit multi-user
CompuPro division, Godbout Electronics, computing. :
Box 2355, Oakland Airport, CA 94614




