THE ELECTR}Z:[)C SECRETARY
The Periphe%al People

OPERATING INSTRUCTIONS
INTRODUCTION

The ELECTRIC SECRETARY program was written specifically to adapt TRS-80
hobby and business system to word processing a}fapllcatlons. t requires a _single
or multiple disk system with a minimum memory o 32K. However, without modifica-
tion, this configuration will print upper case letters only.

While this is satisfactory for many commercial applications, the TRS-80 can
be easily modified for upper/lower case printin and video display. With the
addition” of a suitable daisy wheel printer (Qume, Diablo, Mulgi-%erm, etc.) ,
the "lowly" TRS-80 will outperform an IBM "Mag-Card II" $10,000 word processing
system, in addition to its primary function as a computer.

AIVANTAGES

Writing the program in basic offers numerous advantages over machine
language word proceSsing programs. The operator can more clearly understand how
the program works, by listing it. The operator also has a degree of control that
is not available with machine language prc_)cf;rams. For example, default values for
mag%lrs, page length and so on can bé modified by the operator for most often
used page formats. ‘ :

The ELECTRIC SECRETARY incorporates _a hyphenatlng dictiomary that is not
found in machine language programs, In typ ext, sooner or later, a word
will come alon%hthat.must hyphenated. Lesser programs simply leave a gap at
the end of the line when this occurs or else leave bi ?aps between words to
Elltl: out the line. This destroys the symmetry of a beautifully formatted page of
ext.

Ancther advantage of the ELECTRIC SECRETARY is the use of disk storage
rather than cassettés. Once the text is completely entered, it is saved o disk
as a basic line numbered program. This file can then be loaded from the disk
into memory and _totally manipulated using the TRS-80 edit commands. Words or
sentences can be added, deleted, typos corrected and on, Once the operator 1S
satisfied with the tex{:, it can be resaved on disk for later use.

If the text is enbered_cxgrrect(l)g, the operator can 4o direc_:tlg to the print
;lar ram without editing. Bditing probably would not be require with short
etters and correspondence can qguickly generated by the proficient operator.

. One of the most useful features of the ELECIRIC SECRETARY is the ability to
generate form correspondence. This is facilitated a technique of coupling and
cross coupling files. The user gernerates a file ocon 1n1ng. names and ad
a & second file  consisting of the form letter. The files are cross coupled
through cammands and individual inside addresses are added to each form letter
until the end of the address file is reached. If continpuous letterhead rolls are
used, no operator intervention 1s required during printing. Other files can be
made fran standard tgaragraphs and used to customizé letters’or to insert routine
text in legal or other documents. ‘

One unique feature not found in other TRS-80 word processing programs is' an
echo routipe which permits the printer to be used as an electric typewriter. If
desired, . keybcard entries can appear on the screen and printout at the same
time, is routire can also be used with other TRS-80 programs.

Another exclusive feature is an upper case shift lock to permit %antities
of u;%per case text to be entered without continually depressing the shift key.
&ns mggl‘culfe is only applicable when the upper/lower case modifications have

en made

BACKUP DISKS

Since you could make a serious error during some of the following steps
(that might damage the program), make a backup copy before proceeding. Use this
backup copy for your experimenting. ,

UP AND RUNNING

_ The ELECTRIC SECRETARY works whether yau have made the upper/lower case
modificagion or not. In either instance,” the power-up procedure 1s as follows:
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enter 6 for the "HOW MANY FIIES" request. You could have as many as, _six files
Ic\)jpen at any one time. If this 1s not accomodated, the program will “crash".
ext, protect the memo b¥.enter1ng‘[; 489917 for a 32K stem, Run the MENU
Et)rcggram and enter selection 4. If you press the reset button for any reason,
his procedure_should be followed. If you do not have the upper/lower case modi-
fication installed, you can avoid running the case program rermoving the poke
statements near the génmng_of the PREP and PRINT programs. However, this will
}zrevent using the echo routine. Also, if you have an up?ex:/lower case printer,
the ccgpy will "be reversed (upper for lower and vice versa) if the case program
is not Tun.

WRITING LETTERS

If you have no word processing experience, you will want to_ see the
ELECTRIC SECRETARY do something right aua%r.\ Okeh, we'll humor you. Load the PREP
program by selectmg #1 on the menu, en the computer asks for a file name,
use your first name (8 letters maximum) so you can remember ~it. Answer the
uppet/lower question and the disk will opérate. As soon as the screen clears,
enter the sample letter you'll find near the end of this manual exactly as
shown, _Use e enter "key at _the end of each line, The layout on the screen
should look exactly like the sample letter. The disk will run ~occassionally as
yoau type the copy.” This is normal.

As spoon as you t:fge .end, the disk will run for a final time and the ready
EtJrompt will return. Then type new and run the PRINT program. Once again, answer
he questions (remember the file name?). The printer should spring to 1life and

type the letter if you didn't make any mistakes.

Now that you've had your fun with the ELECTRIC SECRETARY, let's put 'er to
work. We've prepared a demonstration program to show you why you typed those
rather mysterious letters. They are called commands.

LEARNING THE COMMANDS
Note that during the following instruction steps, you will be told to run

the PRINT program a number of times. It is not necessary to run the MENU each
time. You can simply type RUN"PRINT" and accomplish the same thing.

Ifn{ou have not made the case modifications (and do not remove the poke
statemerts), answer NO or N when requested. If yoy type YES (or any word
starting with a Y), you will see strange things on your display.

To see what the ELECTRIC SECRETARY can do, let's demonstrate_ the various
commards. In domg so, you will learn how to apply these commands during your
word processing work.

The ELECTRIC SECRETARY is such a powerful program that it is difficult to
describe every feature, in detail. The following instructions emphasize experi-
menting to increase proficiency in using the program.

Insert the disk and LOAD (not RUN) file DEMO, Type list, then using "shift
@ to stop the, prggram lines, note that each line number is followed_b¥ an
apostrophe. This is TRS-80 shorthand for a remark which does not get printed.
Every line must have this apogtrophe. A fprogram full of remarks will not RUN.
This” is why you use LOAD"DEMO" instead of ROUN. The ELECTRIC SECRETARY,

course, strips off these apostrophes before printing.

_ Note that the first few lines are alpha numeric information preceded by a
period. These are commands which are acted upon, but not printed. If the first
character following the apostrophe is not a perloé, the line will be printed.

A few commands you should see are; .M _.LM5 .RM60 ,PL60 .SPL .BLL .NF and
JFL. A list of commands, and the function of each, is given near the end of this
manual. Most cammands have two letters preceded a period. These commands are
followed either by rnumbers f r_data (d) unless they are switch commands such
as .NF (no fill) OF .FI [1).%The printout of the DEMO program illustrates how
thege~tomands are enbe n_the text to control the printing of that file, It
is important to note that although more than one command can occur on a line,
commands cannot occur in the same line as text. C ; - ]

The first line of any text must be "0'", This tells the computer that it is
an ASCII file. Any time you resave a file (for example, after appending or re-
numbering), make sure ~the first line is "0'" and that.zm SAVE "filé name",A.
The "A" Saves the file in ASCII. Since we'll be doing quite a bit of editing of
the DEMO file, always remember to type SAVE"DEMO",A.

The command .cm at line 10 is not really a command at all. It is the
ELECTRIC SECRETARY VveTsion of REM. Ax;ythmg on _the line after ,am (comme

not. ke printed or acted upon, Lines 20 and 30 specify tife margins, whi e 40
spec1f1es(’ the page length. Line 50 tells the computer to justify the copy. Line
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60 produces single spacing and line 70 is the NO FILL conmand. ‘The command . IT5
;ni(%eé rtbd in the text (lines 180, 340, 410 and 470), is a 5 space paragraph
indent.

Now let's see what these commands and text do. Type RIN"PRINT", answer
"DEMO"  for the file request and "P" for the printout request. The disk will
start up and the ;Ermter will activate and print the demp text. Note: If you
have mt made the case conversion (and have an upper/lower case printer), the
cases will print reversed from normal. ' , ’

_ LINE FILLING AND JUSTIFICATION . Je) .FL . NF

_ The printingeoart_:ainly does not resemble a typed manuscript, however, The
lines are printed just as they were entered originally. To print usable co%
line flllmc% is. required. Line filling is the most basic feature of the ELECT o
SECRETARY. This 1s the process of adding words to a line until one more word
will exceed the specified rl?bt margin. This word and the following words are
saved for prmtmg on the next line., This allows the printed version Of the text
ering in length from those entered.

to have lines dif

‘One of the major features of a word %Eocessing projram is to even the ri&i;ht
margin like the left margin. This prints the text in even columns and is called
justification. The .jul justify command cannot be acted upon unless .fl (fill
is also invoked, C SECRETARY justifi®s the rig maggl ing
blanks and determines how many blanks are needed between words to exfand the
line to the specified length. The ;{roqram adds blanks as re«gjured from left to
right and right to 1left on alternate lines to make the added blanks less

noticeable.

Once again, load the "Ix'MO" file and change line 190 to read 190',FL to
command thé line filling function. Save the file (SAVE"DEMQ",A), then print the
program again., The printed copy should be perfectly justified on e right .
margin. .

_ Incidentally, you can also review the text on the screen rather than the |,
rinter. Run the program ajain, but this time specify ¢ (for crt) rather than p;’
E()prlnter). The copy will now scroll on the screen. /
I

HY PHENATION - S Y {

At times, a long word at the end of the line exceeds the sgpecified line R
length, yet if it is moved to the next line, excessive blanks will be required i
tor&usélfy the right margin. In this case, it 1is necessary to hyphenate the
WO L]

Note the first lire of the third paragraph. Excessive blanks have been used
to £ill the lipe because the word 'processing’ will not fit on the first lire.

let's turn on_the hyphenation feature. Reload the "DEMOY file and add | 5&/‘%
10'.8Yl. This will tell the computer to hyphenate words as required. Resave the L
—pregramn (don't forget the ,A) a run the NT program againi :

When the third paragraph is vreached, the ELECTRIC SECRETARY will come .
across a word (processing) that needs to be hyphenated, The ;l)rogram will first i
look in a file called "DICTNARY". If the word is found, it will be divided at
the appropriate point and printed. Since we'wve clearec'i_the "DICINARY" file, the
word will not be found and the cassette control relay will buzz to alert you of

&8

this fact.
When the computer tells you that the word in not in its dictionary, tgpe
'‘pro~cess~-ing' and ess enter. The program will proceed after this word has

been stored in the DICTNARY file. The word manipulated will also have to be
hyphenated later on in the text, Look this one up in the dictionary for the
correct hyphenation points.

FORMAT'TING

The ELECTRIC SECRETARY program also provides for total control of page
fonnattln?. The most important function is margin ocontrol. The format commands
are usually sprcified during the first few lines of the program, However, you
can change margins and alter the page length within the of the text. This
can be used for special effects in yodr docaments. Line spacling, Jjustification
and line fill can bhe turned on and off at any time while preparing the

document.,
Margin Control - The following are the margin control commands:
- Page Length PL(n b
Top Margin STM(n e
Bottom Margin  (JBM{n A
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Left Margin LM(n o
Right Margin RM(n 70
Matgin Adjust (.MA(n ph .

A complete list of commands, and an explanation of their function, is given in a
table near the end of this manual.

DEFAULT VALUES

Note that the original DEMO text did not specify top and bottom mar ins.
The default values wére used instead. To illustrate how this works, reload the
DEMO program and delete lines 20, 30 and 40 to remove these forma(: commands.
Regave the program (,AgJ and print it, When no format commands are given default
values are used instead. The printout should now have a line width of 70 charac-
ters since the default left margin 1S zero and the rlght margin is 70. For most
work there is no point of having’a left margln other than zero. The paper can be
physically positioned in the Erlnter to provide a groger left margin. is, will
int text faster since the printer will start the line immediately without
having to tab over (n) spaces.

The default values can be overridden at any time by imbedding suitable
commards in the text, Reload the DEMO file. Insert line humber 345 just before
the third ragragh and tﬁﬁe ' IMLO.RM60. At line 405 insert the original
default values: 405'.IMO.RM70. When yoa print this revised text, the third gara—
grapht should be narrower and subsequent paragraphs should return to the default

ormat.

Figure 1 shows the variable names assigned to various functions within the
Bro%ram. The default values for the page format are given in line 370 of the
RINT program..’l‘hese values are set up for 10 point type. However, if a 12 point
wheel or ball is used, the values should be changed accordingly. For example,
P=66 would be changed to approximatel 88 (8 lines/inch) to fill an 11 inch
printed page. L2 (the right rnarr:glni_shoul also be changed. By consulting the
variable list (Figure 1) a ine 370, virtually any default format can be

selected.
spacie . S @ (&)

" Reload the DEMO_text, chan&;g line 50 to ',SP2. Resave and re rint the text.
It should ggmt double spaced. The spacing command can be imbedded in _the text
to switch back and forth between single and multiple line spacing, if desired.

SWITCH comaNps . EL NF . wT

Fill (.FL) and no fill (.NF) are switch commands. Note that they are used
before and after text that you do not want to be filled. If this were not done,
these words would be continued as if they were part of a continuous text.

There is another important switch command in the ELECTRIC SECRETARY
program. Let's say you are printing on stai;loner%. The operator would have to be
rather agile to get a newy page in the printer efore printing commenced on the
next r%age. However, there is a command to cover this. "Reload” the DEMO text,
inse ! somewhere in the command area of the program., Resave and reprint.,
This time, printer will stop and the screen will instruct you to insert_ and
align a new sheet of pa}ger. Press ENTER to proceed. You can also imbed the
command .wa whenever you want the printing action to stop until you press the

enter key.
DATA COMMBNDS CE L Hb(2) (WA

So far, we have used number commands and switch (on-off) commands. The
ELECTRIC SECRETARY also uses data cammands. One of the nost cammon is .CE to
center a line on the printed page.

Reload the DEMO test and edit lines 80, 90, 100 ard 130 to ingsert .CE
between the aggstrophe and_ the following {etters (for example, 80'.CETHE
ELECTRIC SECRETARY). This will tell the computer to center these, lines where
they should be to make the page look correct. Resave and reprint the edited
program and note the centered ti lés,

_ Another important command that expects data is HEADER (.HD(d). Whatever is
printed following the HEADER command will print at the upper left corner of the
pa?e. For example, if you insert 75'.HDMr. Jones-, each page following the first
will print Mr. Jones- Page 2, and so on., If a HEADER 1s no glven, the default
is to  mxint onl¥ the page number, If page numbers are not desired, the command

.HDno will turn off any header including he page numbering routine. If the
~—tperator wants _the printing to stop so that cop{Scan be manually typed an the
pewriter, imbed the command  (,WA) on a line by 1 elf. Then on the next line,
continue the text. THE printer will stop until the operator presses the enter
key on the TRS-80. If you hawe a printer, rather than a typewriter, you will
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have to use the TRS-80 keyboard to_enter text, Make sure you energize the echo
routine before printing text that will require insertions. For a beétter method
of acocomplsihing this, see "COUPLING FILES".

WRITING TEXT L EWD

Once you are satisfied you have a basic understanding of the commands, try
processing your own text.” Load the MENU grogram and ran the upper/lower case
program if you have not removed the poke statements as discussed earlier. Then
select #1, the PREP program., The program will first ask you for a file name. For
new text, select a sultable 4-5 letter name (do not use more than 8 letterg!).
If yaa specify an ex1st1ng.f11e. name (for example, DEMO), the buzzer will alert
you  to ~the " fact that this file name already exists. The program will then agk
¥c;u if you want to overwrite or a;gpend (add _to) it. If you seléct "O", the old

ile will be erased and a new file opened using this name,., IF yoQ select "A"
the existing texXt wil. moved to a rew file called TEMP and you can o]
=it. The program will start you at the next=avatiiable Tine number from where you
left off. Whén edited, you will have to add the "0'" and save the TEMP file
under the origimal name selected=tor the file. The TEMP file is not renamed
after you type .END. More about appending text later.

After the screen clears, type .SP1.SY1.JUl.FL and then enter some  text.
Make it a practice to press ENTER at the end of each sentence. Under no circum-
stances should you type more than 4 lines without pressing enter. If you do, you
will overload the text buffer. This will "crash" the program and possibly even

ut "garbage" on some of the other disk tracks. Note that the disk runs every
ew lines as the buffer contents are moved to the disk for storage. This is the
reciprocal of the action you noted when the disk was outputting text to the
printer.

Once you have the text entered, %% ,END_at the beginning of a line to
terminate ~the program. The disk ¥ un, the program will ¢lose the file and
the READY prompt will appear. Incidentally, speaking of CLOSE, make it a
practice to always type and enter this whenever you break a program. Otherwise,
yoa may find that your file is listed in the directory but if you examine the
individual programs with DIR (S,I,A), there will be a zero shown for contents!

You can now %pe NEW to remove the PREP program and load the file name you
have selected. view the text for typos and insure that the.%roper commands
have been given. Occasionally an .ITS will store as a .IT-5. or if you try to
use nore than a couple of indents, a margin change command might occ¢ur. Once you
are satisfied with the text, resave it (filename,A) and then print it as you did
with the DEMO program.

At this point you have all the basics of the ELECTRIC SECRETARY program. To
become proficient, you must.;gractloe processing text. It is a powerful “program
and you cannot expect to sit_down at your TRS-80 and generate perfectly format-
ted text anymore than you would expect to pick up a guitar and play something by
Segovia. You have learned the chords, now you must practice to make the music.

RENUMBERING

o Often it will be necessary to add additional text to material previously
done. Since the lines advance in steps of 10, you hawe 9 lines to insert other
ggp}(z gt aglg point. You can usually get more space by moving a command forward or

c nunbers.

) Occasionally, however, even this will not provide enocugh space. 1In this
instance, it 1S necessary to utilize the RENUMBER program. Select this via the
MENU. Answer the file name” that you want to renumber, then specify 0 and either
100 or 200 for the incremental Steps. The program will run and you will see the
renunbering on the screen, This file will now be loaded in memory as TEMPNUM.,
After you  have added the text, or otherwise modified it, resave it with the
origimal file name (,A) and KILL "TEMENUM".

APPENDING

Typical text is usually sufficiently long that it cannot be entered totally
at olnetsettlng. You may be tired or divetrted and type .END before the entry is
complete,

The file can later be reloaded under PREP and appended hy specifying option
"A"., This will open a new_file called "TEMP" in which you can add to,  the text.
However, the file is vulnerable. Even though the text is recorded in segments,
if the disk should reboot to DOS (such as whén the oil burner or air conditioner
kicks on), the data that was, in the TEMP file and the data_you are adding will
be destroyed because the file was not closed. This can also happen if you fill
the disk ' on a single disk system.

There is another consideration. Let's say you are preparing a manuscript
L 3
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that is dozens of pages long. You can keep entering text until the disk is
full, However, what happéns when you try to edit all this copy? The memory space
available is the difference between the DOS requirements (10K) and the maximum,
32K for example. va:Louslﬁ if gou_try o edit copy that consumes more than 22K,
you will get a OUT OF MEMORY notation when you try to load it. You will not be
able to edit the last half of the copy.

LG rriss WX (fbememe) ST C

. The solution _is a rew command that has not been mentioned called next
file. The commarnd is _.nx(file name). For example, you have entered four or five

ges of single spaced text., You are getting near your memory limit., Before )%Oou
If?)a/lpe .ed, “first type .,mx(file name? on the preceeding line b%hltself. If, Tor
exapple, yaur file name=fs="Eam"; then you might type .nxsaml, en  you resume
P/plng, you would open a new file called "saml". After typing another four or
ive pages of single spaced text, type .mxsam2 and .end. Naturally, when you
resyme Or continune, ﬁou would open a file called "sam2" and so on until you are
finished or the disk is full. You should be able to get about 12 single spaced
Bag%s on a disk, along with DOS_and the ELECTRIC SECRE‘I‘ARY PROGRAM, "plus the
ICTNARY file, which requires ll grans.

You can also keep the ELECTRIC SECRETARY program on one diskette and the
manuscript on a second one. Before you answer the file name request in the
rogram, be sure to insert the manuscript diskette or the program, will not
ound. You should be able to get 20 single spaced pages on a diskette without
the ELECTRIC SECRETARY program. Be sure to leave room for the dictionary file,
which requires 11 grans. If you have a multiple disc system, you can store an
infinite amount of copy.

By introducing several new commands, you can start to do some ve useful
word processing., One command 1s to call a standard paragraph filename)
ILet's say ya1 are generating a series of form letters. They are “aIMcsSt
but same require special paragraphs tailored to, the particular reader. You can
prepare thé letter, then at an appropriate point in the text imbed the command
.stoney (for example). If you have also written a file called "money", the
ogram will transfer to this standard ]{?aragraph, insert it and then resume
pln% the letter. You can prepare as many standard paragraph inserts as you
wish by giving each one a distinct file name.

yd Here's a typical problem for word processors. You are sending out letters
to your past “due _customers. They must be reminded in your form letter of how
much” they owe you and how far past due they are. You can_use the wait__commmand,
but there is” a better way. It is called the data file command (.df). In the
commard area of your letter, ‘insert the .df command without specifying a file

name. Then when you get to the part of the letter that says "you owe us...",
1rsse§§> two _guestig kS with spaces on each side. For example, ty "You owe
us  ?7% PR

ard it you _don't pay etc.. etc.'. When_ the program finds the double
i mark, it will stop before printing the 1line and_ display a smgle
uestion mark on the screen, You would then type in the dollar amount on the
RS—-80 keyboard and then press the enter keg. The program will _then take your
data, _just1f¥ethe next line and print it. You can imbed several double question
marks in the text for other data such as how far past due, when they aré going
to be sued and so on.

Let's expand this concept further and really %et fancy. All past due letter
should hawe a "nasty paragraph. The degree of "nastiness" “depends on_ how_ far
past due the customer is. You can combine the data file command (.df) and the
standard paragraph command (.st) used earlier to completely customize your
letters. First, don't forget to put the .df in the command area of the letter.
Then, when you reach the place in the text where you want to insert  the nast
paragraph, use the command .st??. When the program reaches this point it wil
stop, but this time Efastyl, nasty2, nasty3 or whatever standard para-
grapﬁ oy want inserted. Any ~number of standard paragraphs can be manually
inserted in a letter using the .d4f and .st?? commands.

=X

You can further ocouple files by imbedding standard paragras?h calls within
other standard ng%igra s. This concept leads to another uséful application for
the ELECITRIC SE Y program called cross coupling.

CROSS CQUPLING FIIES . R @

Let's say yau have a ton of identical form letters to produce. Naturally
the ELECTRIC SECRETARY can generate these with ease. But what about the addres-
ses? o izou have to insert the letterhead, type the address and salutation, then
run the letter? Certainly not! You can save all this work by cross_ coupling
files with the rext file {.nx) and the standard paragraph (.st) commands.

First, ogen a file called "names", or some such, and repetitively enter

the name, address, city/state/zip, a blank line, salutation {Dear Mr. Jones),

another blank line fhen the standard file command (.stletter). Repeat thls same
L)
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format with the next name until the mailing list is completely entered. Once
this file is pmeFaredegou never have to do it again, except for updating, Next,
prepare a file called "letter". Start with a Suitable number of blank lines to

miss the letterhead and start thedprlntlng at the right line on the ge. Then

Tgt in the format commands desired (.syl.jul.fl, etc.),the current date, a blank
ine and then the rext file command (.nxnames).

After you have completed the entry of text (and before you type .end), add
a new command called repeat file (.rp). This command will Close” the file, then
open it again at the beginnifig:=Don t=torget to insert a wait command (.wa) Just
before thé repeat cammand, so you have time to insert another letterffi€ad,

=¥=Te
.

Note that yau can purchase your letterheads printed an rolls. Same types
are made for tractor feed and have tear off sprocket manglns, If either form of
letterhead is used, omit the wait command. With program planning, and the proper
use of the ELECTRIC SECRETARY commands, you can start the prlnﬁlng and never
touch the computer again until all the létters are printed!

SPECIAL (OMMANDS , €1

Pcke Commard- The poke function of the TRS-80 can be used with the ELECTRIC
SECRETARY program. By imbedding the command .pk, you can change the contents of
mgg%én? %anguage routines. For example, orfff useful application is an upper case
shi ock.

Normally there would be a prcblem if you want to insert a lot of upper case
material when the upper/lower case function has been selected. You would need to
hold ogg little finder on the shift key all the time you are typing the upper
case letters.

An easier way is to use_ the poke command to simplg switch back to ugger
case only. As youa may recall from the menu, u can do this by typing &h4019,0
However, poke commands embedded in the ELECTRIC SECRETARY program must be 1in
decimal form. The decimal equivalent of hex 4019 is 16409, Thus, typing the
command .pkl6409,0
IS THE EQUIVALENT OF A SHIFT IOCK AND UPPER CASE ONLY LETTERS ARE PRINTED.
SIMPLY KEEP TYPING ALONG WITHOUT HITTING THE SHIFT KEY UNTIL YU ARE FINISHED
WITH UPPER CASE LETTERS, THEN TYPE .PK16409,1.
and the shift is unlocked. You can also use the poke command .pkl6408,1 to echo
text on the screen while printing. There are prcbably many other applications of
the ke command that will occar to the user. The poke statements must be on a
line by themselves and not embedded in a line of text as was done above.

Macro Commard—- To avoid having to specify the same group of commands over
and over, or to shift between formats, these commands can be set up as macro
subcomma s.ﬁ&cammﬁfhtmeo(aMnkmmmﬁ,ammmhqnmmﬁ, etc.) es-
tablishes as set of commands for a~given macro number (n) which_are perfo
the Execute Macro_ (.em(n ommand. For example, .em/ will perform all the
commands set up by oomma .em/. You can have up to {0 of these macro groups.

Table of Contents— You may want a table of contents printed at the end of
a document. This can be accomplished b¥ using the command .co(d). Any data fol-
lowing this command will be printed at the end, along with the page number where
the data is to be found.

Text Mover— There is another page format command that was not mentioned
earlier. You may_ want to mpve the entire body of text right or left on the
gage, This can be done by envoking the over command (.ov(n). The nunber (n) can

e either positive or negative. However, you obviously cannot move the text left
beyord the mechanical stOp of the printer.

&M (~)

L .%iﬁ%fkm}

ov ()
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MARGIN CONTROL CARRTAGE CONTROL
COMMAND !
o/ FORMAT COMMAND FORMAT ~
.BM - Bottom Margin .BMn .HD - Header V JHDA (wo 7o Kren :
.IM ~ Left Margin .LMn WA — Wait 7 WA
JMA - Marglr} /Ad;] ust/’ ' ) .MAn WT - Wait at Top « T
.0V - Over (M RSN Y .0Vn
.PL - Page Length .~ .PLn SPECTIAL COMMANDS
.RM - Right Margin v .RMn .CM ~ Comment “~ .cMd
.TM - Top Margin - .TMn .CO - Talbe Contents"” .Cod
.DF - Date File - .DFd
FORMATTING .EM - Execute Macrov” .EMn
.BL - Blank Line *~.“ .BLn JIN - Index .- .IN
.CE - Center Line .CEd .NI - No Index .~ NI
.FLL -= Fill Lines v .FL .NX - Next File .~ NXf
.IT ~ Indent Line v .I1Tn .PK —~ Poke v .PKn,n
.NF - No Fille v .NF .RP - Repeat File v .RP
- i e
I;g No Justify NI .SM - Set Macro .SMn
— v
. Spacing ) .SPn .ST - Standard Paragraph .~ .STE
.SY - Hyphenate ~ .8Y1 7?7 - Input Data
= JvsTiFry v RNIeh @~— Word for Index
- il LEMD
Ké4 - # of Characters Necessary for Justification of Line
A - ASCII Value of Character in Word to he Hyphenated K5 ~ Langth of C§
A% - Input Buffer K7 « Forward/Backward Flag
A9 ~ Command Indicator KD - Temporary Variable
A9$ - Command List KE - # of Spaces (or Increments) to be Added Each Time
AA ~ Pointer to Next Overflow Record fin Dictnary K7 ~ # of Times to use K2 Bafore Adding KO to lt.
AAS - Area in fleld statement for Next Overflow Record Pointer in DICTNARY KG - Temporary Variable
AB ~ Number of Words in DICTNARY XQ -~ Poaition to break A$
ABS - Area in Fleld Statement for number of words ln DICTNARY LS - Temporary Storage for Left 3ide of C§
BS ~ Data Buffer L1 ~ Right Margin
Bl - Spacing L2 - Laft Margin
B2 - Loop Counter L3 - Line Length f
B9 - Temporary Storage for Bl L4 « Indent
BM - Bottom Margin LS - Print Variable for Indent
c - Length of C$ During Sylliblcation 18 - Comma position in Lefr Side string
[ « Qutput Buffer 19 - Line Count
CcP - Location of Character to be Pulled out of CH$ MO - Left margin arvay
cG ~ Loop Counter and Test Variable Ls() - {100} Left Side array
[vel] - Temp Change Character Storage M - Loop counter for DICTNARY creation
CH « # of Characters In CI§ and CHS MAS() = (10) Macro array
CH$ - Change from String . MB - Temporary storage for Bl
C1 - Temp Location Variable MD - Tamporary storage for KD
cI$ - Change to String ME - Temporary storage for KE
co§() = (150) Contents Array NP - Temporary storage for KF
col ~ Pointer into CO$ N ~ Sort Variable
D - Temporary Variable N1 - Drive Number. for File
D$ - Word Being Hyphenated N1§ « File hame
D1g - Temporary String N28Q) « (15) ¥ile Names in Use
D2§ ~ Temporary String N - Justify Flag
il - Data Input Flag NQO « (10) Last in - first out (LIFO) ptack for NJ
E - Temporary Variable ol - Temposary atorage for Ll
ES - Hyphenation Points for Word {from DICTNARY) 02 - Temporary storage for L2
14 ~ File Pointer 03 - Temporary storage for L3
F$ ~ Qutput String to Add a Word and Its Hyphenation Points into DICTNARY 04 - Temporary storage for L4
Pl - Temporary Varisble op - Output Device
FL ~ PL11/No Fill Flag oy ~ Plag for Standard Header
G - Temporary Variahle ov - Spacea to left side of page
G$ -« Input Striog P - Page length
[ee] - Standard Header loop counter Pl - Pointer into DICTNARY
GG$ - Temporary storage for A$ P9 -~ Change Variable for Page ¢
GHS ~ Temporary storage for BS PPI ~ Line # for File Output
GK$ ~ Temparary storage for C$ Q - Temporary Vartable
H - Loop Counter Qs - Data File Name ("' if CRT)
HE - Header R8 ~ Comma position in Right Side string
Hl ~ Page Number R$ - Data Field in DICTNARY File
H4 ~ Temporary storage fur 14 RM() - Right margin array
1 ~ Loop Counter #R$ - Overflow pointer in DICTNARY record
12 ~ Temporary Variable RS(} ~ (100) Right Side array
13 -~ Temporary Variable SHS () ~ (10) Standard Header array
11 ~ Temporary Variable SY ~ Syllabication Flag
115 -~ Tab character Ti ~ Hold Area for L1
™ ~ Index Counter T2 - Hold Area for L2
N - Index Flag 3 ~ Margin Adjust Amount '
INS - Index Sort Array ™ - Top Hargin
J ~ Temporary Varisble wTr - Wait Flag
J1 ~ Temporary Variable ul - Stack pointer for NJ storage
32 - Tenporary Vaciable X1-X9 -~ Environmeat preservation storage
K - Number of Characters to be Spread in Ju.ctfication ¥4 - Temporary Variable :
KQ) - {50) Space lLocations for Justification 28 ~ Line Number for Line being Processed
KO ~ Forward/Backward Vartable z9 «~ Temporary Variable
Kl - Temporary Variable ZZ$ ~ Dummy Input Variable for Wait
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fra =
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sS4 Tk PROCESS
28 & GET MEST LIk
238 IF EOFCFSTHEMW IF QU THE& kwr 1RETURM ELRE GOSUE 1524
THr:.x __lUEL_ pmite,
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iE
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I:JrlsT FEOM DATH FILE OR CET
3 THER d=8
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CIF D=0 THENW 42
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HOLINETHPUTY 7% GFGOTO 408

"HE
1

GE=PIIDECGE, [NSTROGE, "7 r+1d0
wvﬂ}f[f'i'iﬁf-.- Do GOTOZSE ELSE RE=LEFTERE, b-13+GF+HH
B FOR COMMARKDE
¥, L= VTHEN 1228
CMOT FILLING
‘i f GUSUE 19766070258
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SE6 IF L4<f THEM LI=LI+L4:LE=LEFTHCCE AESILS D) CH=MIDE0E, ABSILA ) +L
S7H K4=LI-LENICE:

SEE OWNIGGSUESLG

598 IF L4<8 THEN LI=LI-L4:CE=Li+03

S GOSUE LS7E:GO0TO 516

sack SUE: ARD BLANES FROM L TO R

IF K1 THEM kE=k+1. l IHSTRONL+L OF, © "o kako=E1 GOT0s3E
E=id SRR =R -REs
iR =L iF h—f# OF EFCLTHEM Ev=1.RK8=1 EF=H-KFELSE Ki=8 RKo=-1 KE=KE+1

FOR Fds Ko Lo-Ra 0+ 5TRINGSCKE, * " kEF=RF-1 Ei=Ki10 IF &
el NEWT

B2 mtTUHN

“3UIF 2 THEN ZPSLEFTS(R$ 2-10 RS=HIDSLAS, ZHLELSEFRINTNG © I8 "HS. ZS=LEFTH(AS

'F F=3THEM PRINT "OUT OF DRTA":CLOSE ENDELSE CLOSEZ: DF=6.CLOSEF:F=F-1:G0T0ZZ6

Dy BE, D2y GOTOEES

=i THEM KE=KEE+K



EF  HE="" EETUREN
=i

g FOR i~

IF mlb#EeBs I-1, 105 =
IF IE=LETHEM C¥=LEFT$0EE I3 B3

hhﬁ LINE TOU LOMG BETHEEN FRRGIMS. " L3 "SPRCES BETHEEHM MARGIH=
E PLL: I, " PEINTZE FEINTEE. ZTOF
: F=fIDERE I+10
N BE=MIDECRE, 250 GOTORLIE
=0 THEM FETURM

BEE s SYLLABICATION

248 [=INSTREES " "3 IF D THEW DE=LEFTH#IB$ D-13ELSE DE=B#
858 IF RIGHTSFDE Li="" THEM RETURN

Seld DelEMODES IF [P THEM RETURN

Sre DiE=rr

W8 FL=8CFOR I=1 TO DoASASCOMIDE(DE, Tas

S IF Al OR 53R THEN 228

Dig=0ds+CHRE A PL=FL+A

LS
by
i

——

18 HEAT
20 GsUE 1826
S8 D=LEN(DLED IF D9 THEW RETURN
248 GET 4. FL: E=INSTRIRS D130
950 IFE=GTHENIF INSTR RS, CHRSL1RE 234
GOEUBLIBRG . GOTOSSBELSES3G
68 Fi=E+D+1:E3=MIDFIRS, Fl, INSTRAFL, f%. CHR$L125 3-F1)
¥7E FORI=LENCES) THLSTER-1: G=RECLHIDSCES, 10
IFC+GCLITHENCE =08+ “+LEFTH(ES, G-1o+9 =" BF=H1DFLES, O3
RETURHELSENE:T
360 FETURN
S50 FRINT . DZF="--F "+Dif+" -
PRINTOZS: 13 HOT IN ItY HYPHENRTLON DICT IOREARY"
BEE PRINT'PLERSE TYFE IT IN MITH DASHES BETWEEM SYLLRELES.
Gi8 GE="" LINE INFUTY3" 65 IFGs= "THEH RETLRN
G OE§="1 =6 G
B H=INSTROG GF, "~ "3 IFHTHENES=ES+CHRS (H-J 0 - J=J+1: Gobhed | GOTOLB36
B4 FE=l$+0HRE (124 HEF+OHRF (1850 +OHRT (126
i

(X IR T ET

7
iy

ZEE-LaTHENPL=FL+1D.

GF=LEFTERE, INSTREORS, CHESCIZE 3-10

18el IF LENCGEILENCFEI {244
THEMLSETE#=0G8+F  FUTH, PL:
GET4, 1. AB=AB+1  LoETABF=MKIFRE:  FUTS. 1
GoTOsTE

e "”‘hdﬁthUb GOTOlEsE

IEEE Pl=CcINT PLi-3i+F a0 INTORL /Bl 30+l . RETURH

FOSUBSTITUTIONS

=HIDE RS, [+10  RETURN



154 - BEE = SUED HOF & HERDER
1isH LF L*-!HTl
THEHW 14128
ELSE FOR L3=L3 TO F+TH:
SUE ZEE6:
HERT Hi=Hi+i
11ve IF WY THEH INPUT'MRIT —— ALIGH PRAFERY: 22%
1158 Z3=R1.G0LUBZS0@ LB=TH+L IF Hf="MNI" THEW L1238
1imi IF HE=""THEW C#="" ELSE Cf=Y- ©
1za8 ?$;4¢F51T" PARGE"+STRECHL
(RENRY El JTHEM:-_*L 1

1288 Ld=H4

=i GG

ilid == i LH Lif=8, @d=T1  A8=T2  Hé=kKL. AT=RF
=1 FORGGE=aT09 . 1 SHECGG I S THENRS=SHECGE ) | GOsSUBL YRR

=T, 0l=a

F=EGF  FL=Rl 5 CTi=Ed  TZ=E5 El=s6  KE=x7 !

BF=EG ml-:_ UU bb_nzﬁ
187E RETURN

SUER. COMMAND HAMDLER  ssoksehde
AC=R2CCMILECAE, 225 IFACFIETHENM I DEY Hx'h-l*—

CHEFCAC-Z25 (MIDEFRE, 3, L3=CHREFASCIMIDECAE, Ta

1218 AC=RSCOMIDE RS 205 IFA S THERMIE
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1328 AS=INTROASE MIDEAS L 202
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. Loel. D386, 1350,

2s L a=CHRE AL

, x o

14*1 1V5E, LFVE, AFR0, 1560, 1818, 1828, 1836

1556, 1e8E, 165, 1668, 1678, 1428, 1538
1348 PRINTHIDFORE 1. 35" IS A BAD COMMAKD OH LINE " 24 60701835

OB L= Lo=8
1E68 LO=THSTROLEFL A " " IFLE THEH LooLMI=YWARL MIDEAE, LE+Lis
L= GOTOLEeE
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Ei=Ri+L LJUTUJ._.':*U
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1416 L4~vHL FIDECAE: 4, L0 LE3=L3-L4 GOTO1z0G
1426 IFMIDEOAE. 40 Lo=" " THEMFRINTHIDERE. 5
14Z8 GOTOLEEE
AddiE P=YALOMIDECRE 400 GOTOLE0
1458 CLOSE F . O=F HNLs=HZEF2
den GUslBZe2s GOTOLESE
FiFs 43 DF=1
iF Ltﬂ Hl¢'*HNP'H PEFCT IS

CIFTETHEM Li=Li-T3 Le=L3+T2
ELEE L1=T1 LE=TE
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17ed GOsUBLLeE  GOTOLEE
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i IF E$=""THEN RETURM
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15156 GUSUESSE  RETURN
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2E38 REM
Lag LPREINTY " RETURH
28 sk SUE SEND OUTRUT TO CORRECT DEVICE
REHM
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elE GOSUBLLEE RUN
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ELUCF#Q HE;{&?=Hi$
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.Jjul

20 March, 1979

Lbll

Mr. John Jones

333 Hidden Vale Rd.

Jumpoff, California 93789

b1l

Dear Mr. Jones:

Lbll.fl.it5h

It has come to our attention that your account of $1500.00
is seriously past due.

.bll.ith

In order to protect your credit rating with us, it will be
necessary for you to bring this account current by the end
of the week.

bll,.ith

If this is not possible, I would like to hear from you at
your earliest convenience in order that we may discuss

the manner in which this account can be cleared.

.bll.it5

Please call me at 567-8901 between 8am and 5:30pm,

«.nf

.bll

Sincerely,

.bl3

L. A. Stoner

Credit Manager

.bl2

LAS/

Sample of Letter to be Entered For Demonstration
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FMARDOT FRMAGEMENT COMPANY
&7 HILLSIDE AVE
WILLISTON PARK HY 11596

< DATE >

< NAME >
< ADDL >
< ADDZ >

DEAR TEMNANT

RE: BRSE RENT ADJUSTHMENT

FURSUAMT TO THE TERMS OF PARAGRAFH < PAR. WO. > OF YOUR LERSE, YOUR
MOWTHLY RENTAL HAS BEEW ADJUSTED IN ACCORDANCE WITH THE AFFLICABLE CONSUMER
FRICE THDEX FOR THE SUCCESSIVE SIM-MONTH RHNIVERSARY OCCURING OM < DATE >

TUUR NEW MOWTHLY REWTAL FOR THE FERIOD < DATE > THROUGH < DATE > IS #
LoaoE a8 > . WHEN FORWARDING YOUR < MOWTH > REWT OF $ < G098 &0 > ., FLEASE
INCLUDE AW ADDITIONAL # ¢ 88 88 > REPRESENTING THE RETROACTIVE AMOUWTS DUE
FOR THE MOMTHS OF < MOWTH AND MONTH >

YERY TREULY YOURS,

MARDOT MANAGEMENT COMPANY



16 7 CF MARDOT CRI ADRJ TENANT LETTER - CPIADRJ

&8 7L BLL. WF. HDNO

@ sl

48 < LM2S

S8 TMARDOT MANAGEMEWT COMFANY

ed . LMz&

7@ 7P HILLSIDE AVE

a8 <. LM

@ CWILLISTOM PARK MY 11596

166 7 JUL OF

116 7. LMSS BLE

128 ¥y

13a 7 LM& BLZ

14 7372

158 -7

leg “77

178 - EL1

128 “DEAR TEHANT

198 < BLi

208 7 LMES

218 “RE: BRASE RENT ALJUSTHENT

228 . BLA.FLOITS

238 . LMa

248 “PURSUANT TO THE TERMS OF PARAGRAFH 77

238 “0F YOUR LERSE. YOUR MONTHLY RENTAL HAS BEEN ADJUSTED IH
268 “ACCORDANCE WITH THE AFFLICABLE CONSUMER PRICE INDEX
278 “FOR THE SUCCESSIVE SIHK-MONTH AMRIVERSARY OCCURING OW 77 .
288 7 BLA. ITS

220 YOUR HEW MONTHLY RENTAL FOR THE FERIOD *7 THROUGH 77 IS % 77 .
288 “WHEW FORNARDIWG YOUR 77 REWNT OF # 77 .

218 “PLERSE IWCLUDE AN ADDITIONAL ¥ 77

Z£B “REPREESENTING THE RETROARCTIVE AMOUNTS DUE FOR THE MONTHS
36 C0F P

48 7 NF

358 Rl

sl 7 LMze

Ve WERY TEULY YOURS,

386 7 BLE

=8 7 L2E

488 “MARDOT MANAGEMENT COMPANY

ig <. BLZ






8 REM FORMATTED FOR 18 PITCH TYF

CLZ CLEARYEEE  CLEAR FRECU:

Lo bl P
L

8 PRINTSTRINGS(Z, " 3 PRINTTARBCLS:"THE ELECTRIC SECRETARY- PRINTING" (PRINTSTREINGECEZ, "s")
B DEFINT A-2 (DIN UﬂfﬁiﬁﬁbsHEE(iSJ;HiSB?;LSiiQﬁ};RSdiBBB

S8 CIHEIRPUTYFILEMAME Vi HiF

S8 ONERRORGUTOFE  B=5 GOSLEZezE GOTOE

FEIFERR/Z+1=54 THEW RESUMESS

S ON ERRORGOTOS: FRINT'FILEMAME <" Ni%: "5 WOT FOUND": FORF=1TOLEGE: HEST | RUN
58 REM

LB R THPUT ACRT - FRINFER DR EILE £ G P DR F i 5 i

e BT Fi= - THER S8
136 HF-bERTS(A5-L=tBREHEN OP=1 PRINT"FRINTER"  GOTOLES

— ASE-REH-IF-LEFTHH MEATHENOF=Z  FRINTACRT - GOTOZTE ™
LR FEM OF=2 Nig="" L THE TNPUTF TLENRHE s NI% T TF Hi$=""THENS

T RENF=2-

168 L1=78: Ti=7P8: L2=f: T2=8;LI=L1-L2 Hi=1: P=66: IN=8: IN=8; Cl1=0

1760 DF=0:L3=1 E1=0:BM=: TH=8:F=5 NJ=1:PPi=18: TI$=CHR$TSr

156 RS=" [17 1T FLRP/DF, MR WT. LRI HD. CE. NF. FL B TH. JU. NJ. 5F. LF. TP

156 FS$=AEEE". ST FK WA BL A CO. IN. NI M CH5Y. RS, LS. SHL EFL NP SH. DR CH 0

206 FE="" B LE="" HE=

216 Tdsewdsmw PROCESS H O LINE dokgdeoig

220 “wv GET NEWT LINE

238 IF EOFCFTHEN IF OU THEN F=F-1:RETURN ELSE GOSUE 1326:1F F<& THEN 2318 ELSE CLUSE F.MZ$CF="" F=i

248 LIMEINFUTHF. A% IF A$=""THEN 236

250 Z=INSTROAS, "5 IF 2 THEN Z$=LEFT$(A%. Z-10:A¥=HIDS(R$ Z+LELSEFRINT'ND © IN "R Z$=LEFT#(A$, S
—gEE-k CHANGE TRES T0 ELANKS

- @FE-TP=INSTROAS, 1150 IF 11 THEN MIDF(A$ 1110=" " A$F=LEFT$CA% [1+STRINGELP-(I1-10, " "3+ "HIDSCAS, 11+

-8 ADD WORDS TO THDEX
—296-1F IN=0 THEN 358

8.13=INSTRCIZ, A%, * "3 IF 13=8 THEN I3=LENCAS)

- EEE-PRINTHL MIDS A%, [2+1 13-120+CHRECLETIHSTRECHLY | IF 1251 THEN A$=LEFT#(AS I2-10+MIDFCA%, I2+1ELSE |
—tb-T = DL GUTO 206

348w INFUT FROM DATA FILE OR CRT
58 IF [F=0 THEW 428

366 D=INSTROAS "7"3 0 0F D=8 THEN 428 Slee Of=|
s £y=""THEN LINEINFUT"7"; GF:GOTO 488

+ IF EQFCZ)THEN IF F=STHEN FRINT "QUT OF DATR® CLOSE:EWCELSE CLOSES. DF=d.CLOSEF:F=F-1.G0TOZ38
350 LINEIMPUTES, GF: GE=MIDSI0GE, INSTROGE, * " p+L)

460 IFD=1THENAS=GE+M 106 AF, D422 GOTOISA ELSE AS=LEFTH (RS D-10+G8+HIDE (A%, D+2) GOTOISA
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