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Introcb\ction

- . .
What is word processing?
The easiest way ta deseribe word Processing s o compire 1t waith usimge o
typewniter. Think about what happens when vou type a document.

First you type it in vough. so that it can be edited. You editat. changing word-
swapping paragraphs around, changing paragraph lenpgths, adding headings.
redralting some of 1t and putting other sections i tabular form.

After that you type it all apaen. You check i, PetVpe parts i a narrower eolimnn
width with side headings. perhaps vetype whole pages where there are ton
miny corrections.

After that you have your topy copy I vou want other copies. von have o
photocopy, use carbons, or typeat all agon

With a word processor, yo tvpe the text m as betore, with the ditference that
the text appears on a monitor or television sereen instead of on paper. The
continual rapping and buzzing of conventional typewriters is replaced by the
soft rattle of keys, and when you make a mistake, instead of Lo to a preat
deal of trouble to make an imperfect corvection, vou have only 1o veplace one
chiracter mage on the sereen with another and the joh s done, quichly and
pertectly.

You save your rough draft on the filing svstem, and NOu print out copies on
paper for checking

You edit the deaft You find that Tnrge chunks of it are correct. Wath waord
processing there is no nevd ever 1o Ivpe these again, sinee they are recorded tor
YOU Lo use ax many times us vou ke, i this or any other document

You make your corrections on the sereen, very casily. You imnsert and delete
lines. move blocks of text around, and restructure the tah stops even though
the text iy already typed. If vou want 10, see what the text looks hke i a
harrower column, vou can Yt outan a matter of seconds

Then you print it aut again -

simply by giving an inst ruction to the word
processor Lo do so.

Hyou want to send out severy) Versmns ol vour text to se
changing the company name and a lew ofhe
are some very effective and quite

veral companies. onty
rdetinls such as the address, theye
stmple wavs of doang thin 1o



" All the processing is done in the microcomputer and the resultgare displayed
oit the monitor, before being saved for future use, or printed 1.

The VIEW word processor

The VIEW ward processor is designed to do all the things described above, and
much move hoesidea,

A typical VIEW word processing system consists of the following:
- Your computer

A wood guality monochrome video monitor, Some people claim that a green
sereen Urew the eyes less. You con also use a colour monitor or, less
satisfactonly, o television set.

A printer. What printer you use depends on vour requirements. If vou want
the text to ek as i1t is typed on an electronic typewniter, vou should consider
i ot dumy wheel printer.

To connect up your computer, monitor. dise unit or cassette recorder, and
printer, see the manuals that accompany these pieces of equipment.

Hefore starting to use VIEW you should position the function key card at the
tap of the computer keyboard.

The function key card will be your guide when issiing commands to VIEW
while you are processing text.

If you have used a word processor before ...

The muan thing is not to jump to conclusions. Read this hook with care and take
Woall om ~guare one. A Best you nay el thit VEEW in behaving rather
diflerently trom what you have come to expect of a word processor. But if vou
lollow the explanations and work through the examples in this book, you will
soon Tind VIEW very simple and natural to use.

With a little experience you will quickly pass to the more sophisticated
facilities. Apain work through all the instructions and examples. If you skip
you ave sure to misn the one time-saving facility that is especinlly valuable for
your work.

In fact experienced users of VIEW often find it valuable {0 look through the
book every few months to remind themselves of the facilities they have not
used recently and Lo suggest ideas for improving their work.

e



1 Basigtechniques: typing
and editing

Word processing involves typing text. saving it onto the filing-system, editing 1t
and printing it out. This chapter and the four that follow concentrate on the
basic methods of doing all this with VIEW.

So by the time you huave read and worked through chapter five, you will be i«
position to carry out straightforward word processing.

From chapter six onwards the book describes extensions and refinements of the
basic methods. These more advanced methods will make your routine work

casier and quicker, und will kreatly extend the range of things vou can do with
VIEW.

Using VIEW

To get into VIEW type:

*WORD RETURN

Thout ix type *WORD und press RETURN

Il you are loading VIEW from disc. first Insert the dise o your dise dryve

Feel free to experiment with any keys - vou cannot do any harm by pressing
them
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Commands

In this guide, commands are shown i the following torms:
Computer typeface

Type in the command exactly as shown. Commands may be typed in either
upper or lower case though in this manual they are shown i upper cise.

Italic computer typeface
Type the appropriate name or number,

Bold upper case
Press the key specified.

Examples
LOAD filename RETURN

means type the word LOAD exactly as shown: type a filename of your choice;

presa the RETURN key.
MODE number RETURN
means type the word MODE; type o number; press RETURN.

4



The command screen

Vitw
Bytes troee 481

Evda Carvg Ne Fiy 1
Berwen mo &

The top line of the display confirms that you are in VIEW.

The phrase Bytes freoe 48366 o some other nambier, depending: on
how your compiter 1s set upt shows thee amount of memory free fo Vol fo use
As o rough guide one byte corresponds to one charaeter e one letter, muoanhe
SN O Mpavee

The phrase Editing No File showsthat vou have not loaded o test il
i vou do so this will chamge to Editing filename

Screen mode 7 1sa reminder of which screen mode you are i

The sign => shows where commands are typed .

VIEW uses two types of sereen

-~ The command screen in which Youassue general commands to the sy stem
The text sereen in which you write and edi text

You can switeh at will between the two sereens by pressing KSCAPE



Try switching to the text screen and typing in some text. ' you want Lo
move down o line, press RETURN. ‘

You may tind that you are typing in capitals all the time. This is because at
start-up the “caps lock’ function is on. as signalled by the red light on the
kevboard. Tu switch it off press the CAPS LOCK key.

The text screen

| ; ' L A

g %2 ¢ NI EEEEEEESEREREEES §

This s sereen mode 7, capable of disphving 24 Lines of 34 characters each n

VIEW.



it. The asten m the ruler are tab stops. The lettey Fomeans tormat,
and J means justify; these are explained in detad Tater i this chapter “The
horizontal bar is the cursor, and shows where any new text will be typed. The
row of asterisks marks the bottom of the column of text.

The top line is 'ulcr. and this controls the wadth of the column of text wnde

Screen and page

The four arrow keys move the cursor about the sereen 10 vou use them at this
stage it is important to realise what they arve dong. VIEW'S text area s not
limited to the screen itsell. The best way s Lo regard the text area as o verny
larpe ‘page’, only a hittle of which s visible to vou through the sereen Thye
sereen in fuct s vather like a window which vou can move tusing the arrow
keys) to any part of the page vou wish

The page

-

The

— SCreen

Immediate commands

When you are in the text screen, you can use the comnuands on the function
kevs. These are called immediate commands because yvou do not have t
to the command screen 1o use them but can use !ht'l;l
test. Look at the tunction key card, which vou
function keys at the top of the krvlm;ﬁ'd

commands wre on the bottom row, and 'l hese ar
kev above them. The commands on the

o awiteh
as you are editing vour
shauld keep inserted above the
The most trequently  needed
e used by pressaime the function
second and third 1ows are used by



pressing the function key at the same time as you press SHIEL and CTRL
respectively.

The instructions in this book show the immediate commands differently from
the command screen commands described nbove. Here the key function is
shown in ordinary upper case letters. So, for example, you may be told to press
the FORMA'T PARAGRAPH function key.

For the position of the function key refer to the function key card.

Typing text

At this stage the best way to understand VIEW is to type in any text you like,
not concerning yourself in the least whether it is right or wrong.

To show somcthing of how VIEW works type in the paragraph shown on the
next page without ever pressing RETURN. The example ussumes you are in
mude 7. if you are not, return to the command screen by pressing ESCAPE,

type:

MODE 7 RETURN

and go back to the text screen by pressing ESCAPE again.

Yuu do not need to press RETURN as you type because VIEW moves vou on Lo

another line automatically, ax soon as vou type a word beyond the right
margin.

Nutice how ench line you type in justified, ie the vight-hand margin is even,

Remember that pressing RETURN always takes you to the beginning of the
next line,

If you are ever in doubt about what to do, press ESCAPE,
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. L ’ * * 2 <
Wher oy 1N a paragy aph am 'thmu .
worr g Pruressor, there (o : . :
no need. to press, RI TR, dnless you
wish tu  go on ta o ano it her line
wilthout ‘having reached e moargan
or the  current Otd o T pwt g
automatically formatter . L ¥ [ 4 ] W B
type 1 ¢t 1h T oyou care g, 10y mode :
formatted on to a 34 Chyae ac t&'f' B
line - A T+
*tt******#*****t****#tt#*‘—t RS SRS IR

Having typed in your text, it 1s time to use some of VIEW's editing facihities

Correct uny mistakes, If you made none just rewrite n I mntead, or i yon
prefer try to edit the pParagraph as shown below. As you do so, try out the
tolowing commands.

To replace o character, use the wrrow Kevs to place the curmor under 1hy-
charncter, Then type m the new chiacter, which will vephisee the old one

To delote a character, place the cursor under the character vou want to delete
and press DELETE CHARACTER.

To insert a character, place the eursor i the character spuce to the right ot
where you want the new character 1o be, like this:

WORD PROESSING

Then press INSERT CHARACTER. The text will open ap Like thes:
WORD PRO_ESSING

nd vou cun type the new chivacter

Deleting and inserting lines s done in much the

. : Name way as deleting and
Inserting characters Ty delete a hine,

place the cursor an o and press



DELETE LINE. To insert a line, place the cursor on the ling below the point
where you want to insert a line and press INSERT LINE. .

You will find that as you insert spaces the text disappears oft the right-hand
edpe of the sereen. Don't worry! It s not lost, merely extended over into a part
of the page which is not covered by the sereen. You can, of course, fook at it by
ustng the anrow kevs to move the carsor to the ripht.

5 * | 3 R S .. 8 <
Wher  tysiray it text on the VIEW
wor: P riv ensor, there is normally
no oo v ress RETURN unless you
wis! - i to another line
wi th s has1mg reached the margin
on T e e raent one Text 18
autuatically formatted as You
type 1t in In mode 7 1t 1s
formatted on to a 34-character
line

3#****’*****#***************************

You ean tdy up o column of text hke tns by refornuatimg it We shall po into
formatting m detail lnter on. The text s reareanged <o that istead of having
shoart and long lines as ahown in the sereen above it all Bits into a neat colwn

To furmat the text, place the cursor anvwhere on the top line of the text and
press FORMAT PARAGRAPH . Make sure you do not have 'shift lock on or vou
will et a bleep and no action. U the 'shift lock™ hight s pm, press the SHIFT
LOCK key to turn it off))

The whale paragraph is then changed imto something: like this

(K1)
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* * ‘ X e«
Whier, typing 11 a para rapts on the
VIEW word procassor, hoere 19 MO
Nneerd to press REL TURN UM less yowu
wishy Y o go o to angther 1 ine
without having reaclied the margin
o the current one . Text 14 A
automatically tormatted as oo
type 1t 11, LiJf You are usiivuy: mmmf o
7 1t 13 formatted on to o - i
39 -character Line. :
t**t**t#x#t**#*#**#***l#!#**z&**:t*tt#tt*

This what s known e pastilied tes e alb the hire ane of 1the oarme b vt
hke o newspaper column Bvon look at the spaces betwern the word s voo il
see that these are adjusted 1o achieve this etlect VEEW  can ke The o
adjastments automaticallv as vou tope festm o alterseard= when vou fornn

A paragraph s ahove

OF course not evervone hikes justitied text and for sume purpuses it look -« teo
formal To swireh oft pustification. pros<s JUSTIFICATION The letier 1o the
felt ot the valer at the top ol the seveen disappears— we are no longer justitving
text  but the letter Foremiins, since we are shll tormatting

Tovenmge the test i unpstihicd hnes, pest Gy ont the ~ane provedun
betore: place the covsor on the top hine ol the paragraph and pross FORN Y
PARAGRAPH. The vesult <hould be some thing hke this
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Whiemr, g Vit @8 paragraph on the
vItu e L e essor, there s 419)
ree: - Lar e, RF TURN  unless ou
wisch : gu  on o another line
witbo o aving reached the margin
on. 'he current one Tevt 18
automatically formatted At gony

Aaggpe ! in 1§ you are usiing mocie
LS ' s tiormatted on to o
I Ctoarac ter 1ine.

EXEKERS AT EXXTLELRREXRRRERXK L X K P X XK

Of course, 1f you turn off justification before you start typing, the text vou type
will be unjustified. To turn justificution buck on, press JUSTIFICATION again.

Clearing text

When you have finished experimenting with this text, vou can clear it from text
memory by switching to the command sereen and typing:

NEW RETURN



2 Basi®techniques: screen
modes and the ruler

Sereen modes aftect the appearance of text on the sereen. Theve are eht o
choose from and VIEW will work in any of them In practice most people n=e
mode 3 which has an 80-character hne Simee VIEW offers a line 6 characters
less than the current screen mode’s hine, this paves a T characte Jine whichs
very suitable for laying out typewntten matesal VW ofteas the tollowiny
chariacters and hines tor the specibied sercen modes

Muode ('haracters Loones
(3] T 4
1 BB A
2 16 g1
3 E! Ry
1 A4 41
D 1} S
6 A 21
7 R 21

To switeh to another serceen mode, enter the comnnd screen and by pe
MODE number RETURN
For example: MODE 3  RETURN

I vour computer his shadow memory avinlable yvou are reconmmended to et
by typing:

*SHADOW RETURN

before selecting o mode

Modes and memory

Diterent modes ke up different amounts of memory 1 vou look at the

b e ; 0
wading m the command seveen vou will see the amount of free memory shown
mthe torm Bytes free .



This show s~ the amount of memory left for vou to use ul'l.hv text alrendy
there s tehen into account. A byte s o unit of memory, eqe®alent to a single
character on the screen - and remember that spaces. numbers and punctuation
marks e also characters, As a vouph guide, o tvpacal Ad page takes about
2000 by tes

When vou start in mode 7 wath VIEW ina BRC Microcomputer Model B vou
havve about 25000 hvtes of memumy o voe text wherens nde S only allows
vou sbour T, and i mode 0 vou e down to about 6000 helore vou start

Al these numbers are modified if vou have shadow memory’. which gives vou
the <ame aonount of memory in all modes.

ge

I'he ruler

You have probably noticed the row ol dots and asternsks at the top of the text
~screen Thisas the ruler and it controls the lenpth of the haes typed beneath at.

Rulers can be more clearty explinned ot vou switeh to mode 3 a thes pont. Thas
1x the mode m which vou are most hkely to do adl vour typimp and editing,

Clear any text you have typed in by switching to the command scereen and

tbvping NEW  RETURN.
Type MODE 3 RETURN
Typee NtWw  RETURN
Press ESCAPE

Press RULER

Press RETURN

You are now in mode 3 with the standard vuler as the current ruler

(R}
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The curvent vuler s the one which v above the cursor position The curent
ruler controls the length of the Tines typed bencath 0 Any text von s tuge
will be himited to the length of the ruler Type i the teat shoswn oppoate
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Editing the ruler

If you want te change the lnyout of your text, vou will have to alter the length
of the current ruler. Move the cursor buck onto the current ruler and change it
so that it fooks something like the example shown overleal. You can use the
same editing facilities as you have been using for editing text, DELETE
CHARACTER for example.

16
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Note that when the cursor 15 on o vuler. the F Nag changes to M Thas -
because, when the cursor s on a ruler. DUAYEZINS are iactive

Now maove the cursor off the newly edited ruler by pressimg RETURN . Poee .
FORMAT PARAGRAPH. The text will now abign itselt with the new current
ruler as shown opposite.
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Notice that the ruler at the top of the text sereen has now changed to mateh the
new current ruler. IF you change the current ruler, the ruler at the top of the
seveen will also change. This can be a useful renunder of which ruler s active at
the cursor position.



|:n~ vy

yiing & 5 - . 0
[ T Ve ghl e abgui o PiL]
T LR U L% L O TR T TS LR

L35 L) s
! ] . ”v‘ . Yt
VITH edur g1 tre vgslities ot g
peorsiiiong) ward processor  ¥IEM
has 3 tanility borooediting files
crolarger han the  texti dewd oweyld” ‘
CUonermalln ailow ' g Pl RS Tt ik
LU I O T ST I O T L Y (R L idaas AL LU R

A

[n the above example, a ruler has been added i the anddle of $he document
and more text has been typed i There are two wWavs to do this

Put a standard ruler on to the sereen by pressing RULER . Each mode has it
own standard ruler. Pressing RULER puts the standard ruler for the current
seveen maode on to the seveen. You ean then edit this ruler oo von wish 1 o
poodaden nlways to put a standard ruler at the very start of your dociment 1oo

Copyv the curvent valer by pressing SHIFT and COPY simubtanecousiy Yoy
can then edit this ruler as von wish

Starting up

IOvou start up with VIEW 10 mode T you will see the tollowimg when vou switch
to the text sereen.
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If vou switch to the command screen and type
MO0DE 3 RETURN

and then switeh to the text screen, you will sce

20
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Although you are nowin mode 3 you stull have the mode 7 tandard ruler on the
screen Press RULER to et the maode 3 standard rule



Alternateoely, on entering VIEW, vou can type
MODE 3 RETURN

then type NEW RETURN

and pre~s KSCAPE

which wilt produce the followimng on the text sereen.



W snlla pood dea 1o press RULER o ths PRt 1o be save that it vou e
cditing the same text alater date a1 o tstahendy retorm,nged by
different ruler

How the ruler is made up

Conventimally, the VW raler s made up of
Dot which ave the- toremmd venrthon thicy ol
Asterisks, which are (ah stops
The < chavacter, wineh 1s the Dbt hand g top

We shall deal with 1l Sops more o later chapter For (e moinent. yoa vap
use them by pressing the TAR Kevoso that the cursor mps along the bine 1)
pomtlevel with the neyt stop

You may also use o left margm ~topran the rader. hike 1hs






