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PREFACE

This manual describes the word processing package Oliword 2 for wuse on
Olivetti's M20 personal computer.

The first two chapters constitute an introduction to the system and
describe the principal characteristics of Oliword 2.

Chapters 3, 4 and 5 form a tutorial 1in which, through the use of sim-
ple examples, the user 1is shown how to create, modify and print
texts using the major functions of Oliword 2.

Chapters 6, 7 and 8 are reference chapters in which all the Oliword 2
commands, Editor functions, Auxiliary functions and utility programs
are listed and described in detail.

The manual ends with a series of appendices which describe the types of
files handled by OLIWORD 2, provide a glossary of word processing terms,
identify the special symbols used by the system, describe the error
messsages, 1illustrate the various national keyboard layouts and
explain the OWDEF utility.
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1. INTRODUCTION




ABOUT THIS CHAPTER

This chapter describes 0Oliword 2 in general terms and explains how to
lead the package into memory.

CONTENTS
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M20 CONFIGURATIONS FOR 1-3
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LOADING OLIWORD 2 1-4




INTRODUCTION

WORD PROCESSING ON THE M20

Olivetti provides a series of application packages, such as Oliword 2,
O0liword/TDM and Multiplan which, when taken together, offer an advanced
word processing system for users of the M20 personal computer.

The following diagram illustrates this point:

SPOOLING

KEYBOARD \

-

OLIWORD 2

GLOSSARY

AN
]

N——

MULTIPLAN

. TEXTS
. TELEX FILES

N . PERSONALIZED LETTERS
. REPORTS

PRINTER

INTERNAL
FILES

!

-

OLIWORD/TDM

N——

APPLICATIONS

Fig. 1-1 The M20's Word Processing System
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OLIWORD SERVICES

Oliword 2 provides the following basic services for text management:
- Creation

- Storage

- Retrieval

- Amendment

- Formatting

- Printing.

Oliword 2's ability to work with other application packages, as illus-
trated above, increases the range of services provided.

These services are enhanced through the inclusion of a set of commands,
functions and facilities usually found only on large dedicated word pro-
cessing systems:

- Glossaries: special files where frequently used pieces of text can be
stored and subsequently retrieved for inclusion in a document

- File Insertion: allows the insertion into texts of files, which may
themselves be text files, but may also be tables from Multiplan or
BASIC source files

- Text Movement: a text manipulation system allows pieces of text to be
deleted, moved to another area within the text, written to a glossary
or stored in a user file

- Search & Replace: allows the text to be searched for a defined string
of characters; when found the original string can be replaced by a
different set of characters

- Definition of a Telex File: allows a text created under Oliword 2 to
be transmitted by telex

- Text Collection: allows variable information to be inserted into a
standard text so that, for example, personalized letters can be
created containing individual names and addresses, as well as other
variable information

- Help: when requested during editing operations, displays all the
available commands and functions and how to access them

- Learn/Execute: causes the system to repeat, automatically, a series
of characters and commands.

1-2 OLTIWORD 2 USER GUIDE



INTRODUCTION

M20 CONFIGURATIONS FOR OLIWORD 2

The minimum M20 configuration for Oliword 2 is:

central unit with monochrome video

one 320 kbyte diskette drive

one 32 kbyte memory expansion board

one of the following printers:

draft printers: PR 1450
PR 1470
PR 1480

PR 2400

quality printers: PR 320

PR 430

It is also possible to connect one of the following electronic
ers to the M20:

ET 121
ET 231

PRAX1S 41/C

typewrit-



LOADING OLIWORD 2

Switching on the M20

Facing the M20 the power ON/OFF switch can be found at the rear left hand
side of the central unit. Once the machine has been connected to the
appropriate power supply, set the power ON/OFF switch to the ON position.

Fig. 1-2 Power ON/OFF Switch
The red power on light to the top left of the keyboard will come on and
the following information will appear on the screen:

Bootstrap Loader Rev. x.y

Insert diskette and type return

(x and y will be numbers indicating the version of the bootstrap loader
installed).

1-4 OLTWORD 2 USER GUIDE




INTRODUCTION

Inserting the Oliword 2 Diskette

There are three different procedures for loading Oliword 2 depending
the M20 model being used:

- dual diskette drive model
- one diskette drive model

- hard disk model.

M20 Configuration with Two Diskette Drives

The Oliword 2 diskette can be inserted into either drive, as shown
Figure 1-3.

A formatted disk should be placed in the other drive to avoid having
store texts on the Oliword 2 diskette.

M20 Configurations with One Diskette Drive

on

in

to

The Oliword 2 diskette should be inserted in the diskette drive as illus-
trated in Figure 1-3. Once Oliword 2 is loaded (see later in this sec-

tion), the Oliword 2 diskette should be removed and replaced with a
matted disk for text storage.

for-
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M20 Configurations with Hard Disk

Insert the Oliword 2 diskette in the diskette drive (drive 0) as shown in
Figure 1-3. Once Oliword 2 has been loaded (see later in this section),
there are two options for text storage:

- the Oliword 2 diskette can be removed and replaced with a formatted
diskette

- texts can be stored on the hard disk.

@ PULL THE COVER OUTWARDS @ LET IT FLAP OPEN

@ PRESS THE DRIVE COVER
DOWN AND PUSH IT CLOSED

@ PUSH THE DISK INTO THE
DRIVE UNTIL IT CLICKS
INTO POSITION

Fig. 1-3 1Inserting a Diskette
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INTRODUCTION

Loading PCOS

Once the Oliword 2 diskette has been loaded and the Bootstrap Loader mes-
sage is displayed press the <CR> key, which appears on the keyboard as

a.

The M20's operating system PCOS will be loaded into memory, once loaded
the system prompt:

>

will be displayed (as shown in Figure 1-4) indicating that the system 1is
ready to accept commands.

208 Bytes,

Bytes

Black and White.
1 Ready

L1
‘ COPYRIGHT CCJ by Olivetti, 198

18

Fig. 1-4 PCOS 1nitial Screen
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To load Oliword 2 simply enter:
oliword <CR>

and Oliword 2 will be loaded into memory. After a few seconds the follow-
ing image will appear on the screen - Oliword 2's main selection screen.

(zet date under PCOS with “zs MM-DD-YY")

enter TEXT NAME or press S2 for utilities,

R1.8  Date:81/81/82

Fig. 1-5 O0liword 2's Main Selection Screen

Oliword 2 is now ready to start processing texts. There are three options
available:

- create a text: enter a new text name

- modify a text: enter the name of an existing text

- load an Oliword 2 utility: press <S52>.

A1l the commands and functions for text creation and modification are

described in chapters 6 and 7. The utility programs are described in
chapter 8.
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INTRODUCTION

Loading Oliword 2 to Hard Disk
A special routine - owinst - is provided on the Oliword 2 diskette to
transfer the Oliword 2 package from diskette to hard disk. Place the
Oliword 2 diskette in drive 0 and load PCOS, as described above. Then:
1. Load the installation routine by entering:
owinst <CR>
after a few seconds the following message will appear on the screen:
HARD DISK VERSION? (Y/N)?
2. Enter y or Y followed by <CR>.

A1l the files that constitute the Oliword 2 package will now be
transferred from the diskette in drive 0 to the hard disk.

Once the transfer is complete the following message will be displayed:
INSTALLATION COMPLETED

It is advisable to remove the Oliword 2 diskette and keep it in a safe
place as the backup copy for the system.







2. BASIC OPERATIONS




ABOUT THIS CHAPTER

This chapter provides the rules for the information of text names. The
Editor screem is described in detail and the cursor control keys are
identified and explained.

CONTENTS

TEXT NAMES 2-1
FILE LOCATION 2-1
THE EDITOR SCREEN 2-4
THE KEYBOARD 2-7
SPECIAL COMMANDS AND 2-7

FUNCTION KEYS
CURSOR CONTROL 2-8

THE OLIWORD 2 TEMPLATE 2-9




BASIC OPERATIONS

TEXT NAMES

To call Text Editor from Oliword 2's main selection screen it is only
necessary to enter the name of either an existing text or the name of a
text to be created. When entering a text name the following rules must be
adhered to:

- the name must not exceed 10 characters in length

-  the name may be qualified by a password, the password must not exceed
9 characters in length (see the note at the end of File Location
below for a special case)

- if a password is used it must be separated from the text name by a
slash (/) character

- no blank characters are allowed within a text name or password. Blank
characters preceding a text name are ignored

- the following characters cannot be used in a text name or password:
<space> / * 2 - 4+ =§

- when a text is saved at the end of an Editor session the system adds
a suffix to the name (.txt) to identify it as a text. The suffix is
not specified when entering a text name to Oliword 2 for storage or
retrieval

- upper and lower case characters are not treated by Oliword 2 as being
equivalent, e.g. MYTEXT and mytext are the names of two separate
texts.

FILE LOCATION

Once a text has been created it is necessary to store it on disk so that
it can be used in the future. A text stored on disk is called a file.

M20 Configurations with Dual Diskette Drives

Oliword 2 will normally search for and store texts on drive 1. As soon as
<CR> has been pressed Oliword 2 places 1: in front of the text name. If a
text is to be loaded or stored to or from drive 0, then the user must
enter 0: immediately before the text name. The new drive assignment
remains in effect until the user changes back to drive 1, by entering 1:
in front of a text name, or the Oliword 2 session is terminated.



M20 Configurations with Hard Disk

Oliword 2 will normally search for and store texts on drive 10 (the hard
disk). As soon as <CR> has been pressed Oliword 2 places 10: in front of
the text name. If a text is to be loaded or stored to or from drive O,
then the user must enter 0: immediately before the text name. The new
drive assignment remains in effect until the user changes back to drive
10, by entering 10: in front of a text name, or the Oliword 2 session is
terminated.

M20 Configurations with One Diskette Drive

Only drive 0 can be used in this configuration.

Note

A maximum of 20 characters can be used to specify a file name; if the
drive number 1is supplied by the user then only 18 characters remain for
the text name, password and separator. In this case, if the maximum
number of characters (10) is used for the text name, then the password's
maximum length drops from 9 to 7 characters.

Existing Text

The disk on the specified drive is searched for the text, if found it is
loaded into the M20's memory and the Editor screen is displayed.

2-2 OLIWORD 2 USER GUIDE



BASIC OPERATIONS

New Text

If no text is found corresponding to the specified name Oliword 2 assumes
that a new text, with that name, is to be created. It is possible that a
mistake was made when entering the text name so rather than creating the
the new text immediately a message 1is displayed, for a few seconds,
allowing the name to be cancelled by pressing the <S1> key. For example,
a text called "customer' has been created and saved. When attempting to
load this text a typing error is made - 'cusdomer' is entered instead of
"customer'. Oliword 2 will display the following message:

A NEW TEXT ! (now S1 to exit)

as shown in the figure below.

(zet date
for utilities

enter TEXT NAME or

f OLIVETTI

1.8 Date 81-81782

Fig. 2-1 Creating a New Text

This message is displayed for several seconds, allowing the user suffi-
cient time to check the text name and to press <S1> if an error had been
made. Having pressed <S1> the cursor is positioned on the drive number
preceding the text name. The existing entry can be cancelled, character
by character, by pressing <S1> repeatedly and the correct name can then
be entered. It 1is also possible to enter the correct name directly,
overwriting the incorrect version, but care should be taken where the new
name 1is shorter than the incorrect one, the remaining characters of the
old name will have to be cancelled using <S1>.




THE EDITOR SCREEN

Having entered a text name and pressed <CR> the Editor screen is
displayed.

r aid
f an auxiliary function explanation
and for EXIT C(RAUX-R)

1fted num
n th

FT-18 FO:-2

Lt
Foot

Text 18- customer Comm |
Insert Free 24289 Date:81/81/82

Fig. 2-2 The Editor Screen

The Editor screen is divided into four main areas.

The 'Help' Area

The top part of the screen displays information which explains how to
access a complete description of all the function keys and how to obtain
a display of the auxiliary editor and utility program functions. This
"Small Screen Editing Help" also explains how to enter a text, save it
(write it to disk for future access) and how to leave Editor.

This portion of the screen can be cleared and made available for text
entry, as described later in this manual.
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BASIC OPERATIONS

The Text Area

The text area consists of 10 lines immediately below the "help'" area. If
an existing text has been called the first nine lines are displayed, with
the top row of the text area left blank.

If a new text is to be created the cursor 1is positioned at the first
character position for the new text.

Using an auxiliary editor function it is possible to increase the text
area to 19 lines, this option is described under SMALL/LARGE SCREEN EDIT
in chapter 7.

The Format Area

Below the text area is the ruler which shows the current tabulation
stops. These values can be altered by using the MODIFY RULER, TABULATION
and DECIMAL TABULATION commands which are described in chapter 6.

Underneath the ruler information regarding the text format is displayed.
The following 1list identifies the entries for format control and speci-
fies the default setting for each entry:

- LM Left Margin tenths of an inch 5
- LL Line Length tenths of an inch 60
- PL Page Length number of lines 45
- SL  Sheet Length number of lines ’ 55
- TL Top Margin number of lines 5
- PT Pitch 1/10", 1/12", 1/15" or Proportional 17/10"

Spacing (PS)
- FD Line Feed half lines 2

For information on how to change these values please refer to the MODIFY
RULER command in chapter 6.



The System Area

The bottom part of the screen is the system area and 1is used by
Oliword 2:

- to allow certain information to be entered:

Foot: a comment to appear at the bottom of every page, automatic
page numbering 1is provided if the # character appears in the
footer

Comm: a comment to be associated with the text

- to display information about the current text:

Text: the name of the current text

Insert/Overlap: Editor mode

Free: amount of space remaining available for the current text
Word/Paragraph: cursor movement

Screen: screen scrolling

Date: current date (if set by ss command under PCOS)

- to display messages:

user guidance

error conditions.

OLIWORD 2 USER GUIDE




BASIC OPERATIONS

THE KEYBOARD

The M20 keyboard is used not only for the entry of text, but also to
issue commands to Oliword 2 and to exercise control over the cursor.

The following diagram shows the functional areas of the keyboard:

Template for
Editor Command/Function Keys AUX Key Cursor Control

o o o e e e
S[8[860600066eeEn ‘@l
, -@lDDil@@@Iﬂ) OO0
OO0 1LALE:

Bl CH00/0)0
SPACE
Cancel Key

Alphanumeric Section

Numeric Section

Fig. 2-3 M20 Keyboard Layout

SPECIAL COMMANDS AND FUNCTION KEYS

<CTRL> and <COMMAND> keys when used in conjunction with a key from the
top row of the keyboard allow:

- commands to be issued to Oliword 2
- functions to be requested from Oliword 2

- all commands, functions and the associated key combinations are
described in chapter 6.

<S2> (Auxiliary) is used:

- in Editor to display, in the help area, the 18 Auxiliary Editor func-
tions

- while the main Oliword 2 selection screen 1is being displayed to
access the utility program menu screen.



<S1> (Cancel) is used:
- during text entry to cancel characters entered in error

- to terminate certain Oliword 2 functions, a message is displayed
whenever <S1> can be used.

CURSOR CONTROL

When working with texts displayed on the screen proper control of the
cursor is important.

The numeric keypad provides the cursor control functions. The cursor is
moved by pressing the <SHIFT> key and one of the numeric keys.

The following diagrams illustrate the various cursor control functions:

UP ONE CHARACTER
POSITION
8
e — D0
CHARACTER 4 6
POSITION NEXT
CHARACTER
D ,2 POSITION
DOWN ONE
CHARACTER
POSITION

Fig. 2-4 Cursor Movement - One Character at a Time

seee

OO0
oo 0806

O0O00

Fig. 2-5 Word/Paragraph/Screen Cursor Movement Setting

PARAGRAPH
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BASIC OPERATIONS

PREVIOUS: E’g&; C) @NEXT:WORD
D D D D plarive unbl
0000
OO0

Fig. 2-6 Cursor Movement Keys for Word/Paragraph/Screen

The Auxiliary Editor commands to move the cursor to the beginning or end
of a text (<S2> <T>, <S52> <E>) are described in chapter 7.

Notes

- a paragraph is a piece of text preceded and followed by <CR>, except
for the first paragraph in a text

- only the numeric keypad is used for cursor control. The numeric sec-
tion on the top row of the keyboard cannot be used for cursor control

- pressing <CTRL> </> places the numeric keypad in upper case lock; the

cursor control keys can then be used without having to press <SHIFT>.
To return the numeric keypad to normal status press <CTRL> </> again.

THE OLIWORD 2 TEMPLATE

Using <CTRL> or <COMMAND> together with one of the keys from the top row
of the keyboard accesses one of the 24 Editor or formatter functions. An
Oliword 2 template is provided with this manual, this template identifies
the commands and functions available. 1f this template is inserted in the
slot above the alphanumeric keyboard section it can be used to as a
reference to functions, commands and their associated keys.

FORCED TEXT NEW CcuT & UNDER DELETE

BLANK CRATEN COLLECT TAB PAGE HELP PASTE i b D LINE e LINE
FLUSH NEW DEC HARD MODIFY INSERT. SUPER B8OLD CANCEL

JNENY RIGHT RULER TAB new Lne || Ruter || overiae e IMPOSE FACE EXECUTE |} ArTRis

886800 0nE
080806000 E

Fig. 2-7 O0liword 2 Template







3. CREATING AND FORMATTING TEXTS




ABOUT THIS CHAPTER

This chapter explains, by means of detailed examples, how texts are
created and formatted.

CONTENTS

PRELIMINARY CONSIDERATIONS 3-1

EXAMPLE 3.1 - LETTER1 3-3

EXAMPLE 3.2 - TEXT? 3-8



CREATING AND FORMATTING TEXTS

In this chapter, and the two that follow, a series of simple examples are
provided which demonstrate how texts can be created, modified and
printed. These chapters serve as an introduction to the use of the Editor
commands and functions, the Auxiliary Editor functions and the utility
programs provided with Oliword 2.

PRELIMINARY CONSIDERATIONS

The following series of notes concern the use of the keyboard during
Oliword 2 operations, failure to follow them can lead to unexpected
results.

Upper and Lower Case Characters

The keys on the M20 keyboard are engraved with upper case characters.
Pressing a keyboard character causes that character to be displayed in
lower case on the screen. To have upper case characters displayed the
<SHIFT> key has to be pressed at the same time as the character key. This
rule also applies to the dual character keys. When pressed on their own
the lower of the two characters is displayed, when pressed with <SHIFT>
the upper character is displayed.

It is possible to lock the alphanumeric keyboard in upper case by press-
ing <COMMAND> </>, to return to lower case simply press <COMMAND> </>
again.

As was already noted in the previous chapter the numeric keyboard can be
locked 1into upper case (for cursor control) be pressing <CTRL> </>, and
released by pressing <CTRL> </> again.

Cancelling Characters

The use of <CTRL> <H> cancels characters to the left of the cursor.

Under Oliword 2 it is also possible to cancel characters at the current
cursor position by pressing <S1>. During editing operations when the
cursor is positioned after the last character in the text, pressing <S1>
will cancel the character to the left of the cursor.

Cancelling a Line of Text

During editing operations it is possible to cancel a whole line, or that
part of a line to the right of the cursor, by pressing <COMMAND> </>.



Special Symbols

When certain Editor commands or functions are called they are displayed
on the screen as special symbols. These special symbols indicate the
position of commands and functions within the text, the special symbols
are never printed. A complete list of these symbols and their meanings is
provided in Appendix C.

Cancelling Editor Functions and Commands

Editor functions and commands are cancelled by deleting the special char-
acters that represent them. To do this place the cursor over the symbol
representing the command or function to be deleted and press <S1>.
Entering Numbers

Numbers can normally be entered either from the numeric keypad to the
right of the keyboard or from the top row of the alphanumeric keyboard.

If the numeric keypad has been "shift locked" for cursor control then

numeric characters can only be entered from the top row of the
alphanumeric keyboard.
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CREATING AND FORMATTING TEXTS

EXAMPLE 3.1 - LETTER1

To create the following letter:

Oxford, 22nd July 1983

Mr. William Smithson
15, Thameside Ave.,
Reading

Subject: Notice of Meeting

Having studied your proposal our Contracts Department
would like you to attend a meeting on:
Thursday 28th July at 10.15 am
so that they can discuss the matter in more detail.

We look forward to meeting you, if you require any
further information do not hesitate to get in touch with me.

Personnel Department
Mr. R. S. Smythe

3-3



First load Oliword 2 as described in the previous chapter, when the main
selection screen is displayed (as shown in Figure 3-1).

1. Enter the name of the text to be created: letterl.
2. Press <CR>, and the following message will appear:
A NEW TEXT! (now S1 to exit)

after a few seconds the Editor screen will appear, ready for the
creation of text (as shown in Figure 3-2).

OLI

(zet date under PCOS with “s= MM-DD-YY

A NEW TEXT | Crow 51 to exit)

1.8

Fig. 3-1 Oliword 2's Main Selection Screen
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CREATING AND FORMATTING TEXTS

SMALL SCREEN EC

hit COMM E
hit AUX (52

1ter
them

B8 PL &

Faot
Text 6 letterd Comti

Inzert Free 24289 Date 81781722

Fig. 3-2 Editor Screen for 'letterl'

The default values for text format are not going to be changed in this
example, they will remain as specified 1in chapter 2. To create this
letter follow the steps described helow:

1. Enter the heading, starting at the current cursor position:

Oxford, 22nd July 1983

enter the FLUSH RIGHT command by pressing <CTRL> <2> and the date
will be moved to the right margin.

2. Press <CR> twice to execute two line feeds.
3. To enter the address:

a) enter three TAB commands by pressing <COMMAND> <4> three times,
this moves the cursor to the third tabulation stop.

b) type: Mr.

c) enter the INDENT command by pressing <CTRL> <1> to allow the
address to be aligned to a left margin under the name.



3-6

d)

e)

)
g)
h)
i)

type: William Smithson

press <CR>, as the INDENT command (entered in ¢ above) is still
active the cursor will be positioned on the following line in the
first character position after the column containing the INDENT
special symbol.

type: 15, Thameside Ave.,

press <CR>, the cursor will be positioned as described in step e.
type: Reading

enter a HARD NEW LINE command by pressing <CTRL> <5> this has the
effect of cancelling the previous INDENT command. The cursor will

be placed in the leftmost character position of the following
line.

press <CR> twice.

to introduce the subject:

a)

b)

type: Subject: Notice of Meeting

press <CR>.

Press <CR> twice.

Now start entering the text of the letter:

a)

b)

)

d)

e)

f)

q)
h)

i)

first enter five FORCED BLANK commands by pressing <COMMAND> <1>
five times to position the cursor for the start of a paragraph.

start entering the text of the letter up to the point "...meeting
on:". Notice that no carriage returns have to be entered, this
is catered for automatically by Oliword 2.

press <CR>.

type: Thursday 28th July at 10.15 am.

enter a CENTER command by pressing <COMMAND> <2> to move the date
to the center of the line. The cursor is moved to the beginning
of the next line.

type the remainder of the first paragraph.

press <CR> twice.

enter five FORCED BLANK commands by pressing <COMMAND> <1> five
times.

type the last sentence of the letter.
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i)

press <CR> twice.

8. Press <CR> twice.

9. To prepare the signature area:

a)
b)
c)

d)

e)

type: Personnel Department

enter a FLUSH RIGHT command by pressing <CTRL> <2>.

enter four TAB commands by pressing <COMMAND> <4> four times.

enter one space by pressing the <SPACE> bar once this aligns
cursor beneath the '"P'" of Personnel.

type: Mr. R. S. Smythe

10. Press <CR>.

the

The letter is now complete, in order to store it on disk for future use:

- press <52> to access the auxiliary editor

- press <S> (save and exit) to write the text to

Editor.

The procedure for printing letters is described in chapter 5.

disk and exit from
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EXAMPLE 3.2 - TEXT1

This example demonstrates the use of Oliword 2 to create texts of vari-
able format and introduces further commands and functions.

The

Fig.

following figure shows the text to be created.

and-alone

dez1gned for

to help the bus
and the. technician
curately . d

ded by a 16-bit Zilog
1on with read only and

3-3 Layout of 'textl'

When Oliword 2's main selection screen is displayed:

enter: text]
press <CR> and the following message will appear:

A NEW TEXT! (now S1 to exit)

after a few seconds the Editor screen will be displayed and the new
text can be created by following the steps outlined below:

Place the numeric keypad into upper-case by pressing <CTRL> </>, this

eases cursor control operations. The curser can now be moved simply
by pressing the appropriate keys as illustrated in chapter 2.
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Introduce a text comment to identify the nature of this text, this
comment will be displayed whenever the List Texts or Hardcopy List
Texts utilities are run:

a) press <52> to access the auxiliary editor.

b) call the DEFINE TEXT COMMENT function by pressing <C>, a new cur-
sor is displayed next to the "Comm:" field in the system area.

c) enter a series of characters which will serve to identify the
nature of this text, such as:

Tutorial Exercise: textl
d) press <CR> to return to normal editing operations.
Define a "Footer" to appear at the bottom of every page:
a) press <S2> to access the auxiliary editor.

b) call the FOOTER function by pressing <F>, a new cursor is
displayed next to the "Foot:' field.

c) type: page #; the # symbol causes automatic page numbering to
occur whenever the text is printed.

d) press <CR> to return to normal editing operations.

Increase the size of the text area allowing more text 1lines to be
displayed, this is achieved by removing the small "help'" screen:

a) press <52> to display the auxiliary editor menu screen.
b) request the large screen edit facility by pressing <H>.

Type in the first paragraph of "text1' as illustrated in Figure 3-3;
this paragraph will be formatted with Oliword 2's default values.

When the first paragraph has been typed in call the NEW RULER command
by pressing <CTRL> <3> which positions the cursor at the start of the
next line.

New format values can now be defined, they will apply from the
current cursor position.

a) call the MODIFY RULER command by pressing <CTRL> <6>; a new cur-
sor will appear at the start of the ruler.

b) position the cursor to the first of the format values beneath the
ruler by pressing <2> on the numeric keypad. The first value
defines the width of the left margin in tenths of an inch, the
default value is 5/10".

c) change this value by typing 10 - use the top row of the
alphanumeric keyboard, not the numeric keypad.
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d)

e)

leave the other values as they are.

exit from the MODIFY RULER command again by pressing <CTRL> <6>,
this allows normal editing operations to continue under the new
formatting conditions.

8. Press <CR>.

9. Type the second paragraph and press <CR>.

10. Press <CR> again.

11. Enter three FORCED BLANK commands by pressing <COMMAND> <1> three
times.

12. Call the INDENT command by pressing <CTRL> <1>.

13. Type the third paragraph.

14. At the end of the paragraph call the NEW RULER command by pressing
<CTRL> <3>.

15. Define the new format values:

a)

b)

c)

d)

call the MODIFY RULER command by pressing <CTRL> <6>.

position the new cursor to the first value (left margin) by
pressing <2> and change it to 0, using the top row of the key-
board.

move the cursor to the next value by pressing <6> on the numeric
keypad and change the line length (LL) value to 75, using the top
row of the keyboard.

return to normal editing by pressing <CTRL> <6> again.

16. Press <CR>.

17. Type the fourth paragraph.

Using the same procedure as was used at the end of example 3.1 to save

text:

1. Press <S2>.

2. Press <S>.

The text will be saved on disk and Oliword 2's main selection screen will
be displayed. Printing of texts is described in chapter 5.

3-10
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EXAMPLE 4.1 - PERSONALIZING A LETTER

The letter created in example 3.1 can be personalized so that the current
date can be inserted, the letter can be addressed to different people
with different dates and times being specified for meetings. Before
modifying the letter copy it to a new file -letter2- as both the original
and modified versions will be required in chapter 5.

Ensure that the disk containing letter1 is loaded.

With Oliword 2's main selection screen being displayed press <S2>:

- the utility program menu screen will be displayed with the cursor
positioned after the following message:

Select?

- enter <C> and the following message will be displayed:

TEXT NAME
- enter: letter1 and press <CR>
- the following message will be displayed:

TEXT NAME
- enter: letter2 and press <CR>.
After a few seconds the utility program menu screen will reappear indi-
cating that the copy has been completed. Press <S1> to return to the main
selection screen.

In order to personalize the letter follow the steps described below:

1. With Oliword 2's main selection screen being displayed enter the text
name for the letter:

a) enter letter2.

b) press <CR>.
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Modify the date entry using the TEXT COLLECTION command, this will
allow the current date to be used whenever the letter is printed.
(Note: the current data is the date as known to PCOS, the default
value is 01/01/82, to change this the PCOS command ss is used).

a) position the cursor to the first character of the date.

b) call the TEXT COLLECTION command by pressing <COMMAND> <3>.

c) type !D!

d) call the FLUSH RIGHT command by pressing <CTRL> <2>.

e) cancel the remaining part of the line by pressing <COMMAND> <">.
To change the name and address a different form of the TEXT
COLLECTION command can be used allowing names and addresses to be
selected from a file, the file itself is created using Oliword 2 (see

step 5 below).

a) position the cursor on the first character of the name immedi-
ately after the INDENT symbol.

b) call the TEXT COLLECTION command by pressing <COMMAND> <3>.

c) press <CTRL> <5> to execute a HARD NEW LINE.

d) use <COMMAND> <"> to cancel the rest of the address.

Modify the entire line containing the date and time for the meeting,
when 1individual letters are to be printed this information will be
entered via the keyboard:

a) position the cursor on the first character of the line.

b) cancel the entire line by pressing <command> <">.

c) call the TEXT COLLECTION command by pressing <COMMAND> <3>.

d) type: !K;Enter date and time of meeting!

e) enter a CENTER command by pressing <COMMAND> <2>.

Store this modified text on disk by pressing <S2> followed by <S>.

To create the name and address file:

a) with Oliword 2's main selection screen being displayed enter the
name of the file to be created: addresses.

b) press <CR>.
c) enter the names and addresses of potential recipients of the

letter. Each name and address entry must be terminated with a
HARD NEW LINE command (<CTRL> <5>) as shown in Figure 4-1.
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Inzert Free 27933 Date 81/81/82

Fig. 4-1 Name and Address File

6. Save this file by pressing <52> <S>, Chapter 5 contains a description
of how to print the three personalized letters using the name and
address file just created.

EXAMPLE 4.2 - MODIFYING 'TEXT1'

This example demonstrates the use of the CUT & PASTE command in all its
various forms.

Firstly reload "text1" which was saved at the end of example 3.2.
With Oliword 2's main selection screen being displayed:

1. Enter: textl.

2. Press <CR>.

The text will be displayed on the screen with the cursor positioned at
the first character position.

1. The first part of this example involves copying the text to a user
file: textic.
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a)

b)

c)

d)

e)

with the cursor positioned at the first character position call
the CUT & PASTE command by pressing <COMMAND> <7>; the following
message will appear in the system area:

now define the end-of-block !

which is a request to define the last character of the text to be
manipulated.

position the cursor after the last character in the text, using
the cursor control keys as described in chapter 2. Once the cur-
sor is in position press <COMMAND> <7> again and the following
message will appear in the system area:
OK, now select a function (C,P,G,F)
which is a request to define the function required:
C cut (remove) the defined block
. P paste (position) the block
. G glossary, place the block in a glossary

F file, place the block in a user file.

press <F> and the following message will be displayed in the sys-
tem area:

Text =>
which is a request for the name of the file to store the block.
enter: textlc.
press <CR>.
The block of text, in this case the entire text, will be copied

to a file called "textlc'". If this file does not already exist
Oliword 2 creates it.

In this example the paste option will be demonstrated. The second
paragraph of ''text1" will be moved to the end of the text:

a)

b)

¢)

move the cursor to the NEW RULER symbol at the end of the first
paragraph and call the CUT & PASTE command by pressing <COMMAND>
<7>.

move the cursor to the <CR> symbol at the end of the second para-
graph and press <COMMAND> <7> again.

move the cursor to the position after the last character in the
text.
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d) press <P>.

The block will now be moved from its original position to the end
of the text.

3. This example of the CUT & PASTE command describes how to delete a
tlock of text using the cut option. The third paragraph of 'textl1"
will be deleted:

a) position the cursor on the first character of the third paragraph
and call the CUT & PASTE command by pressing <COMMAND> <7>.

b) position the cursor on the <CR> symbol at the end of the third
paragraph and press <COMMAND> <7> again.

c) press <C> and the paraqgraph will be deleted.

4. The last example of the use of the CUT & PASTE command demonstrates
how to store blocks of text in a glossary. The first paragraph of
"text1" and the first line of the second paragraph will be used in
this example:

a) firstly it is necessary to load a glossary into memory, this is
done by pressing <S2> to access the auxiliary editor functions
and then pressing <W>. The following message will appear 1in the
system area:

GLOSSARY:
which is a request for a name to be assigned to the glossary.

b) enter a name, "glossaryl" for example, press <CR> and the glos-
sary will be created.

c) position the cursor on the first character of '"textl1' by pressing
<52> <T> and call the CUT & PASTE command by pressing <COMMAND>
<7>.

d) position the cursor on the CR symbol at the end of the first
paragraph and press <COMMAND> <7> again.

e) press <G> and the following message will appear 1in the system
area:

GLOSSARY entry number ==> 0

which is « request for a number in the range 0 - 98 1t will be
used to store and retrieve entries in the glossary. For this
example the default value of 0 will be used, this 1is specified
simply by pressing <CR>.

f) the block will now pe stored in the first record position in the
glossary 'glossary1".




The same procedure is used to store the first line of the second para-
graph, except that an entry number other than 0 must be specified.

It is also possible to use a different glossary by pressing <S2> <W> and
specifying a new glossary name. In this case 'glossary1" will be written
to disk before the new glossary is opened.

EXAMPLE 4.3 - OLIWORD 2 AND MULTIPLAN

To demonstrate the relationship between Olivetti packages, specifically
Oliword 2 and Multiplan there follows an example on how to incorporate a
Multiplan table within a text created by Oliword 2.

Saving a Multiplan Table

Figure 4-2 shows a table created using Multiplan.

SR SUNMARY

JAN_MAF
plan actual ar

Fig. 4-2 Multiplan Table
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Before incorporating the table in a text it must first be saved on disk.
With Multiplan already loaded in memory the following steps should be
executed in order to save the table:

1S

2.

Press <P> to call the Multiplan Print routine.
Press <F> to select the File option.

Type:

n:name.prt

where:

n is the drive number of the disk on which
the table is to be saved

name 1is the name to be assigned to the table
prt is the file name extension.

Press <CR> and the table will be written to the specified disk with
the name assigned in step 3.

Leave Multiplan by pressing <Q>.

Inserting a Multiplan Table into a Text

Having saved the Multiplan table an Oliword 2 text needs to be created to
contain it:

1

2.

Load Oliword 2 as described in the previous chapter.

Once the main selection screen is displayed enter a text name, for
example ''summary".

Use the MODIFY RULER command (<CTRL> <6>) to change the Left Margin
(LM) value to 0 and the Line Length (LL) to 75 in order to accommo-
date the entire Multiplan table.

Enter some text, for example:

The following table summarises the company's sales activities during
the first six months of 1983.

Press <CR> three times.
Press <52> to display the auxiliary editor functions.

Press <M> to allow a file with a .prt extension to be inserted into
the text.
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